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CASCAD-e USER'S GUIDE

FOR VERSION 3.2 IN EFFECT 2/28/08

These instructions have been written for use and evaluation of Version 3.2 of
the CASCAD-¢ interactive graphical project scheduling software.

All comments, questions and recommendations should be sent to:

Dr. J. Gordon Davis or

Mr. Mike Allen

CASCAD-e Systems

1800 Peachtree St., Suite 350
Atlanta, GA 30309

jgdavis@CASCAD-e.net or
mallen@CASCAD-e.net
404 355 3233

404 355 1365 Fax

INTRODUCTION

CASCAD-e is an entirely new way to carry out Critical Path Method (CPM)
Scheduling for projects. It utilizes Time-Scaled Precedence Diagramming
(TSPD) on a calendar time grid and is based on over 40 years of teaching and
consulting experience with TSPD scheduling. CASCAD-e is the first version of
TSPD scheduling in which precedence relationships automatically and instantly
determine the impact of movements or changes in one or multiple activities
and or precedence relationships. It is the first project scheduling approach to
use a totally graphic approach to developing and utilizing the schedule. Using
CASCAD-e gives the newcomer to scheduling a vastly improved
understanding of scheduling terms and processes. To the experienced
scheduling practitioner, CASCAD-e gives ease of development and vastly
improved insight into the emerging schedule.


mailto:jgdavis@CASCAD-e.net
mailto:mallen@CASCAD-e.net

The appearance of the schedule you can build with CASCAD-e can be varied
widely to meet the needs of the user or the audience to which the schedule is
to be presented. A basic form of the schedule might look like this:
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While CASCAD-e can be used by an individual to develop a project schedule

in isolation, it has its greatest value in a planning/scheduling conference
setting. Used with a high-resolution, high-lumens computer projector,



CASCAD-e creates a venue in which planning and scheduling can be done
simultaneously, as in fact they should be. The participants can react and
interact in real time in a synergistic manner, creating a level of understanding,
creativity, enthusiasm, and buy-in that is simply not available with conventional
project scheduling systems.

A single individual, serving as both the System Operator and the Meeting
Facilitator, can handle the CASCAD-e planning/scheduling conference.
However, the planning/scheduling conference is most efficient when a
CASCAD-e -frained Facilitator serves as the session moderator, asking the
questions, making suggestions, and monitoring the responses while a
CASCAD-e specialist operates the software and generates the on-screen
display in response to the information which the Facilitator is eliciting from the

group.

This Manual is directed to the individual who will use the software to produce
the schedule as the input moves from the very first activity to the last of
hundreds or thousands of activities. Other publications are available from
CASCAD-e Systems to assist the Facilitator in mastering his assignment of
bringing forth from a mixture of team personalities the essence of a good
approach to the execution of a project. CASCAD-e Systems provides in-house
training for both System Operators and Facilitators. The Facilitator should have
a good operating knowledge of the CASCAD-e software in order take full
advantage of all its features while he is being supported by the System
Operator.



CASCAD-e Quick Start Guide

This Quick Start Guideisintended only asits name indicates, aquick start. It will only
cover the very basics of the capabilities of the CASCAD-e program. If the user will take a
quick tour of CASCAD-e by using this quick start guide, one will find how easy CASCAD-e
can beto use. However, CASCAD-eisalso avery flexible and powerful graphical data base
program that requires the further explanations that are provided in the User’s Guide. For a
mor e detailed discussion of any area, please refer to the CASCAD-e User’s Guide. Thisguide
assumes that the user has loaded the software onto their computer.

1. Launch the program by a double left click (DL C) on the CASCAD-e icon.
2. Select “Create New Project.”
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3. Set up the calendar parameters within which you will be building your project schedule.
Allow extra space by starting about two months before the project start and about six
months past the expected project end date. Click “OK” and a calendar grid will appear.
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4. Create aband by right clicking (RC) on arow near the top inside the display area. See
the User’s Guide for a discussion on the use of bands.
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5. Once you have a band created (it will not display until an activity is added) you can
begin to add activities on any row under that band. Place your cursor on the date where
you want your activity to begin and (RC). Select “create activity” and it will be created
with the default duration and a“Band Summary Bar” will appear (see User’s Guide for
further discussion).
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5. You can add a name to your activity with two methods. First, you can just double click
in the text box of the activity. Second, and the easiest way for multiple activities, isto
make sure the “quick edit button” isturned on. Then al you haveto do issimply to
start typing when an activity is selected.

The Quick Edit Button — £ 2.

(See the User’s Guide on selecting the shape, color, font, and other characteristics of
activities.)

6. Edit the duration of an activity by selecting the activity and placing the cursor over one
of the ends of the activity. Adjust the duration by holding a (L C) on your mouse and
dragging left or right. (See the User’s Guide at the end of the* GETTING STARTED”
section to become familiar with the various cursor symbols that you will encounter.

7. Tomove an activity, select the activity and place the cursor on the activity. The
appearance of the cursor will change if you have “day lock” or “row lock” turned on
(see User’s Guide) which restricts the move to either a horizontal or vertical move.



Once your cursor ison the activity, smply hold a (L C) and drag to the new position-
horizontally, vertically, or diagonally.
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Once you have created more than one activity, you can link activities together with
“Predecessor” and “ Successor” constraints referred to as“links.” Select an activity by
a (L C) and then (RC) to get the pop-up menu.

Link To Predecessor

Link To Successor
Mark Progress To Date:
Cut

Copy

Delete
Add Activity Note

Activlty Propetties
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Name Properties

Select either the “predecessor” or “successor” link. Now select the activity with which
you want to create the link by a (L C) on the activity.

Y ou should now have something similar to this:

A Finish to
Start link.

To change the default setting for the links use this tool bar:
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To edit alink select it with a (L C) and then make a (RC) to get the pop-up menu:
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For further discussions on links and editing their lag factors please refer to the User’s
Guide.

Y ou can maintain or remove the integrity of these links (and clear impacted activities)
with the following tool bar buttons:

HoRo Ko bRt A Al

For a more detailed discussion of integrity moves and impacted activities, please refer
to the User’s Guide.

The critical path can be viewed by utilizing the buttons on the following tool bar:
T LY L)

The use of the “ early start” and “ late start” buttons should be reviewed in the User’s
Guide.

Printing your schedule. Thisis best understood in the User’s Guide, but a quick review
isto utilize the following tool bar:

Y

Select the button “create print zone” and then drag a rectangle from top left to bottom
right to create the zone or zones. A double (L C) inside the zone will cause the Print
Pop-up menu display. Set your parameters for the zone(s) within that window. Now
select the button at the bottom right titled “ print preview.” Another window will pop-
up showing how the print zone will look once printed. If it is acceptable, then (LC) on
the printer icon at the upper right corner of the print preview window to send it to the
printer you selected.

Please refer to the CASCAD-e User’s Guide for more detailed discussions of the above
points of interest as well as further capabilities of CASCAD-e Project Schedule
software such as zoom, fence selection, copying, adding rows, suppressing numbers,
creating classifications, properties, notes, marker lines, milestones, collapsing to a
summary schedule (or expanding from), etc.
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GETTING STARTED

This section covers the typical procedures used to produce a basic schedule.
After establishing these initial capabilities, the user can then proceed to
examine and use the full range of CASCAD-e features as explained in the later
sections of this manual.

After the CASCAD-e program has been installed on your computer, a
CASCAD-e icon will be displayed on your desktop. Using your mouse or touch-
pad, Double Left Click (DLC) on the icon and you will see this screen:

Left click (LC) on the “maximize” button to use the full screen

&

Max]mlzg
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To begin a new project, LC on the new project icon button.

L} CASCAD -e Interactive Graphical Project Scheduling

New Project

Two calendar pages (Grid Start Date and Grid End Date) will appear.
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Select Calendar Grid Start and End Dates
Grid Start Date Grid End Date
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These dates are boundaries for the calendar grid on which you want to
develop your schedule. They are not expected to be the start and end dates
of your project. The boundary months are adjustable by LC on the right or left
arrow on either side of the named month. The date within the boundary
month can be set by putting the cursor on the date and LC. For illustrative
purposes, accept the 1/19/08 - 1/19/09 calendar range by LC “OK”.

SETTING UP THE CALENDAR

The following screen (with possibly a different arrangement of tool bars) will
appear:
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If the right scroll bar is not in the top position, LC and hold (GRAB) the scroll bar
and move it up to the top position. LC on the maximize button to fill the screen
and your screen will then look like this:
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This is necessary to expose all the tool bars.  As you gain experience in using
the tool bars, you can rearrange them to whatever configuration is most
convenient for you, including hiding those you don’t need for the stage of
schedule development on which you may be working. If the tool bars appear
to be scattered inefficiently, LC on “View"”, and on the drop-down menu, LC
on “Autosize Toolbars”. The toolbar arrangement will be tightened up. A
display, definition, and coding of all tool bars is covered in APPENDIX A. The
coding is used throughout the manual to better identify the tool bar being
referred to.

You can GRAB the boftom scroll bar and move it to view any period within the
start-date/end-date range you defined earlier.

At any time you can GRAB any spot on the calendar at the top of the time-
grid and move left (to compress the scale) or right (to expand the scale). An
example of expanding the scale:

) October
12115 0cobsE o, |Mor15 | Tus-15 [we17 | Thu-ds | Frits |wor
M T [ | T |F (W Wi T |F (M| . . : :
| Ly 1 ! RS ! | ! : : : ' !
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harch

You can also set the “Day Width Scale” by placing your cursor anywhere in the

calendar band and doing a RC. A LC on "“key-in Day Width"” will produce a
inches per day. This is the width that you will see displayed when your zoom is

pop-up menu in which you can set the day width. The default setting is 0.20
set af 100%.
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An expanded scale might look like this:

[ Cascade Project Scheduler - [Project-19 Start: 01/01/08 End: 01/19/09]
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Typical practice is to use the default scale, which appeared earlier and use
the “ZOOM " tool (explained later) to view a greater or smaller time period.
Zooming does not change the basic time-period vs. row-height proportion. The
compression or expansion illustrated above does change these proportions.
Only by experimentation can you determine if changing the working scale by
the compression or expansion shown above will best allow you to develop and
display your schedule.

The "Calendar Scale” tool bar will also allow you to quickly change the scale
in which you view the display. A LC on C-é, for example, will display one
month on the screen.

When you initially open your grid, all seven days of each week are shown.
Saturdays, Sundays, and Holidays are shown as vertically crosshatched days.
These non-work days may be left visible or may be hidden by using buttons D1,
D2, and D3. The vertical lines delineating days, weeks, months, quarters, and
years can be turned on or off with buttons D5-9.
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Hiding Saturday and Sunday would create the following screen image:
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This version of the calendar is generally preferable when activities are typically
done on a 5-day week basis.

A 6- or 7-day work-days-per-week calendar can be created by displaying
Saturdays and /or Sundays and changing them into working days. A working
day can be turned intfo a non-working day, or vice versa, by a RC on that day
on the calendar and then LC on the appropriate symbol below:

Aprl
18 [21

[z,
=
=
=

wiorking Day
Huoliday

£
G = [

Properties

key-In Day Width
I

You have now established the horizontal make-up of your calendar grid.

ESTABLISHING THE ACTIVITY GRID SPACE

The vertical component of your calendar grid consists of Bands (and possibly
SubBands) and Rows within them. Bands are means of structuring the
organization of the schedule into sub-components, such as floors of a building.
This is referred to as establishing the Work Breakdown Structure (WBS). Rows
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provide space within Bands for activities to be located. (A row can contain
multiple activities. This capability makes the CASCAD-e schedule display
much more efficient and much more readable than conventional project
scheduling software.) An Activity can only be created within a band,
meaning that you must have created at least one band before you can
create an activity. This will be discussed in the following section.

Multiple Bands and Sub-Bands are covered in later portions of this manual.

When you start a new project, 25 Rows are automatically established and
numbered. Additional rows may be added as needed. Inserting rows (or
deleting a row) will be explained later in this manual. At any time, a LC on the
following button will add 5 rows per click to the bottom of the grid:

@A = a v
...... HH_ 008
harch
ﬂ 3 il |1III 14|1?-r a 21|
IH’,__ru1|TIWITIFlhﬂITIWITIFlMITIWITIF|
M-3—={ £ f= Add 5 rows to bottom of chart |
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Row heights can be varied as desired by GRABBING the Row Height slider on
the left and moving it up or down. The height can also be changed in the
same fashion as the day width. Place your cursor in the gray area on the left
of the display and do a RC. This will produce a pop-up in which you can type
the setfting you desire. The default setting is 0.40 inches per row.

4 | | |
kew-In Row Height |

\IL%’ [ I
RC to get Pop-up |

12 L"—Rﬂw qumhers :
I

I

I

I

|

|
13 : :
(L #l—Rﬂw He1F,ht Slider

Change Row Height

Mew Fow Height: |0.40 Inches

0K ] [ Cancel
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The same cautions expressed for changing the fime scale alone apply to
changing row height. Both the time scale and the row height can be altered
proportionately by the use of the “Zoom" procedure covered later in this

manual.

EDITING HOLIDAYS

The first time you begin using CASCAD-e software, you may want to edit the
default holidays. You do this with a LC on “EDIT” and a LC on calendar or

holidays.

File ¥ Edit

Wiew  ‘Window

Fotrna

=8 Class Properties

Calendar

g |

...... Hl

I
Holidays b

i

If you click on holidays you will go directly to this screen:

Holidays

| Date D M arme Workday
20030218 244 Prezident's Day YES
2008-03-23 146 Eazter Day TES
2003-04-23 114 Administrative Professionals Day YES
2008-05-11 223 Maother's Dap MO
2003-05-26 s b emarial 0 ay HO
2008-06-15 160 Father's Day MO
2003-07-04 188 Independence D ay MO
2008-03-01 195 Labar ray MO
2003-11-27 265 Thankzgiving Day HO
2003-11-28 am Dray after Thanksgiving MO
2008-12-24 132 Christmas Eve MO
2008-12-25 125 Christmas Day MO
2008-12-1 237 Mew Year's Eve YES
2003-01-0 21 M ew vear's Day MO
20030119 210 kdartin Luther King D ay YES
2009-02-16 245 Fresident's D ay YES
ANn9.n4a? 147 F aztar Nan (AN

Irnpart Save Az Delete
‘ Outlook ‘ | Defaul | Holiday ‘ | s ‘

BEE

W

Add
Haliday
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If you click on calendar you will first go to this screen:

. EBX TOTAL WORK HOURS IN CALENDAR SPAN
THE START & END DATES CEEE = o |ClviewwokHs |30
OF THE CALENDAR GRID —# | Stert [oa/o1/2007 || W
pen_ || Hoidsys | [ view work Days (463 ~tll— TOTAL WORK DAYS IN CALENDAR SPAN
SET SPAN CHANGES End: | 5,28/2008 [ View SpanDavs [657 =a)
THE CALEMDAR SPAM — - ——TOTAL NUMBER OF DAYS IN CALENDAR SPAN
THE CALENDAR ID # FOR Calendr ID
FUTURE FEATURES ™|~ |—CLICK HERE TO EDIT HOLIDAYS
Default Workdays
ANOTHER WAY TO  —= Mon [#]Tue [#]wed [#]Thu [@]Fi []Sat []Sun [JHol
SELECT WORK DAYS s
(oo = : | —THIS#15 THE DAY OF THE MONTH
ton Tue ‘Wed Thu Fri Sat Sun
” THIS #15 THE NUMBER OF WORK
EL ] 2 3 4 Sat" HOURS IN THAT DAY
] b 2 ; 2 = I-—THE CUMLATIVE # OF WORK DAYS
55
g 4 g g o U .
a s e : e |8 e THE CUMLATIVE # OF CALENDAR DAYS
13 14 15 16 17 18 19
8 8 8 8 ] o o
9 10 ihl 12 13 13 13
3 14 15 18 17 18 19
20 21 .7 23 24 25 26
g ] g ] a ]
14 15 16 17 18 18 18
20 21 22 23 24 25 26
27 28 29 30 n 1 2
g a ]
19 20 2 22 23 23 23
27 28 29 30 3 32 33
3 H 4 5 6 7 8 9
1] a8 o 1]
23 24 25 26 27 27 27
34 35 36 37 36 39 40
CLICK ON A DAY & THEN Selected Dap Setings
SELECT TO CHANGE ~ —# | [ WokDay [ ] Holicay

Please note the various types of information you can gather from this screen.
By doing a LC on the Edit Holidays button you will go to the same holiday edit
screen shown above. Please note the information on this screen calculates
based on the entire calendar grid that you created earlier and may not be
the same for the project start and project end dates that can be set up later.

As we prepare to begin developing a project schedule, please review the

various cursor shapes and symbols shown below that will be encountered as
you move about the display.

L g

Ay g E!-E—} ; QE L‘, ‘ ‘
- e “Pou S
Move band Move 'Ac'tivity Move Text box Adjust size of text box
= |
L i | e
; 1 ] . \ | . ; :
My | I A
i i s R L :
Adjust duration Day Lock On Row Lock On Activity Locked

Use extreme care to assure that the desired symbol appears before making a
move. Much heartbreak will be avoided.
You are now ready to start creating your schedule.
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CREATING THE BASIC SCHEDULE

When you begin to develop your project schedule, you will need to organize
the activities by some method into areas or sections of interest in which the
activities have some type of relationship. These areas of interest may be a
department, a building, a floor, a person, etc. In CASCAD-e, we organize the
schedule by means of bands and sub-bands. A more complete discussion of
this organizational method and its functions are discussed later in this manual.
For the moment, as we build our first schedule, we will utilize only one band in
which to place our activities.

We start by placing our cursor on any row. Normally this may be the first row
and is assigned as the initial (and necessary) first Band Row. You will be
prompted to give the band a name. “Summary Band” was typed in as the
name of this Band.

I
“o  Create Chark Moke |
Create Rich Mote [
=E Create Marker Line |
=8| Create Legend :
IE',ﬂ Create Band [ [
E Calendar Row : -
¥ Insert Chart Row P
SUMMARY BAMD
4% Delete Chart Row | |
SP Propetties : [ I Q. l [ Cancel ]

Once you click on "OK"” you will notice a color shading appear on the row.
You are now ready to begin developing a schedule.

PE Al B oan | 001:aa w Mew Activie

20035

3 7 |m 14|1? 21 |24 28
MIT v T 1F IMIT [ |T|F IMIT v T|F|MIT W T]|F
I I I

1
I I I
I I I

BAND ROW BACK{BROUND SHADING

3 I I I
I I I
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CREATING ACTIVITIES

Place the cursor anywhere on any Row other than a Band Row. RC and the
following menu appears:

T, !

Create Ackivity

[,
a3

Create Milestone

Create Chart Mote
Create Rich Moke
Create Marker Line

Create Legend

Create Band

Create Sub-Band

CZalendar Row

TN T i

Insert Chark Row 3
Delete Chark Row

-
=

lig,

Properties
T

LC on “Create Activity” and an activity symbol will appear with its start on the
day and row where the cursor was placed.

i [ Al B anl |001:Summary Band - @ Mew Activity: 5 = Work
o7
o ober
1 |S |15 |22 |2.[.5I
M TIWI|TIFIM]ITIW|TIF|M|TIWI|T|F|M|T|WI|T|F|M|T[W]T]
1:Summary Band [ [ L
I&ang I
2
3
4
5 -1

Note that the creation of the activity caused the appearance of the blue
Band Bar. This Band Bar will extend from the earliest of the displayed start
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dates among all the activities in the Band to the latest of the displayed
completion dates among those activities. It therefore represents a time
summary of all the activities in the Band.

The activity duration is 5 working days because that is the default duration
shown in button A1.

Al
@ Mew Activity: |5 |v Work =
Jctober ; -
22 25
WITI|F M|T|wi M|T |w
I
h
| 7

E

The default duration can be set to any number of days by a LC on the down
arrow to the right of button A1 and choosing a duration from the drop-down
menu or typing in a duration. The default duration is arbitrary, because the
default duration of a created activity can later be adjusted to the specific
duration appropriate to that activity. The default duration would ideally be set
to the duration from which changes would be minimized. The default duration
setting can be changed at any time during the schedule generation process.

BASIC ACTIVITY PROPERTIES

When first getting familiar with CASCAD-e, the following section on Project
Properties can be skipped until later. The (normally preferred) activity style,
line with round ends, was chosen by LC on “Edit”, then LC on “Project
Properties”:

Edit | Wiew  Window  Forma

|f]“ Project Properties .

lass Properties

O]
=
“H| Calendar
H]| Holidays
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The following screen will appear:

General Display ] Print |

= Hide Days Calendar Text Fonts Mo Work

= Sunday Day Font E Sunday

=+ Monday - Monday

Arial

0 Tueaies e I SES
[ wednesday Week Font [] Wwednesday
[] Thursday - [ Thursday
[] Friday - [] Friday
Saturday [] Saturday
] Holidays Meonth Font

[] Mo Wwork

Quarter Font

= -

“fear Font

[ saloN | syun [emnusv[ puaje

Calendar Height

4200 pixels

Import
Export

| Default Delet= New

LC on “Display” on the top and “Activities” on the left. This screen will appear:

Project-demo 8-23.cdf Properties

General Display ] Print |
Activities To Display Activity Display Style Activity Name
[¥] e=aictivity Mame () o—oLine w/ Square Ends MName Font

dmafictivity Number
=a’ctivity Progress
miwlMilestone Activities
s=aCompleted Activities
==Band Summary

Activity Display Colors

[ saj0N [ SHUM [Sall!ﬂ!lﬂ‘a’ Epue|e:j[ HEYD

(%) ¢ Line w/ Round Ends
() o-¢Line w/ Sq Rnd Ends
O =Rectangle

Activity Display Line
Color: Style:

Bl Era—

Name Color:-

Min Mame Length
-AS.I}D pixels

Multi-Line Name

p—— \fidth: pix ':‘
orma
3 £
Complete -|
- Summary Progress Display Line
Milestone Color: Style:
Constrained |
Critical Path Width: pix [ o—
Impacted Activity ] g | |
Frozen Activity
Band Summary
Selected Activity
Aetivity Mo Work
Import Save Save
Default R Delete m New =
o [Concel =
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Under “Activity Display Style”, LC on “Line with Round Ends” to select the style
being used in this manual. You may also select the thickness "Width,” style
(Solid, Dash, or Dot), and color of the activity line under “Activity Display Line”.
A solid black line of width 2 or 3 is a good starting selection.

Under “Activity Name”, LC in the box under “Name Font” and the following
screen will appear:

Font @@

Faont: Font style: Size:
] Ragier a
Em— ~ E ~
Arial Black ttalic =]
()} Aral Namow Bold 10
B Australian Sunrise Bold falic 11
B BankiGothic Lt BT 12
B BankiGothic Md BT 14
H Batik Regular b 16 b
Effects Sample
] Strikeout
AaBbYyZ

] Underdine e

Script:

Westem w

Selection of activity “Font”, “Font Style”, and “(font) Size” can be made,
followed by LC on “OK”, which returns you to the previous menu.

Save Save
et New Sav

LC on “Save Apply” and then close this window to return to your grid.

After you have gained experience with creating and manipulating a many-
activity display, experimentation with line width, font style, and font size will
help you modify the appearance of your schedule display to arrive at the
appearance best suited for schedule development and that best suited for
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printing and displaying the schedule. These two different uses of the schedule
will frequently be best served with two different sets of properties.

More about Project Properties later.

DURATION ADJUSTMENTS

As soon as the activity is created as above, the duration can be adjusted by
GRABBING the circle (dot) on either end and dragging it in either direction.
This will shorten or lengthen the activity bar. Be sure that the following symbol
appears on the activity end, to assure that you are moving only the end, not
the entire activity:

u!
ACTIVITY @
I

Below, the activity 1-1 has been lengthened to 7 days by dragging the right
activity dot 2 days to the right. Note the information box to the upper right of
the activity. It tells you the length to which you have adjusted the activity
duration, as well as the start and end dates of the activity. It disappears when
you LC anywhere off the activity.

2007
October

1 |8 |15 ‘22 ‘29
M T W TIFIM|TWI|TIFIM|T|W|T|F|M|T|W|T|F|M|T|W|T|F
1:Summar}'Band| [ I |

5 ‘12
MIT|WI|T|F[M]|
|

2

3

L]
1-1

16

27



ADDING THE ACTIVITY DESCRIPTION

Either before or after the duration adjustment, with the "QUICK EDIT" button,
J3,

J3

!

: |ale

—

turned on, typing the activity description will cause it to appear immediately in
the description box with the dark square in its upper left corner and the dark
triangle in the lower right corner. The activity had automatically been given
an identification number and that number was repeated as a temporary
activity description, awaiting your activity description input. Your activity
description replaces the repeated number. The activity identification number
remains unless you turn off all activity ID numbers by using tool button B3.

B3

L
=

October
15

|22 |29
WITIFIMITIWI|TIFIMITIWI|TI|FIM|T

I

I

I

I

I

I

I

» I

1-THISIS !
ACTIVITY ABILE

I

I

4

This description can be moved to any other position relative to the activity by
grabbing the small black square in the upper left-hand corner of the
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description box (Note the selection symbol which appears when the cursor is
on the small black box) and moving the description box as desired. It will stay
in that relative position as the activity moves. The shape of the activity text
box can be varied by grabbing the black triangle in the lower right corner
(Note the selection symbol which appears when the cursor is on the small
black triangle)

\ o
m | ﬂCTWIT‘r’
4 1 | r/f’

and moving it up to put all of the description on one line, down to allow the
description to occupy more than the original two lines, and right or left to
lengthen or shorten the description box. LC away from the activity deselects
the activity and displays it in its assigned configuration and color (the default
color, black, for our example).

The following represents three of many possible arrangements of the
description relative to the activity.

COctober
15

|22 |29
WITIEF|M|T|WI|T|F|M|T|WI|T|F[M|T

I

[

I

I I
| |
| 1-THISIS |
| QACTIVITY ABLE
|

|

|

|

[

[

|

|

I

I

|

I

|

I

I

2-THIS IS AcHvITY ABL I
o 5 |
|

|

|

|

I

|

|

I

I

3THIE IS |
ACTIITY |

o

I

I

I

ABLE

At any fime, you can return to and select an activity by LC anywhere just
under the activity bar and between (but not touching) the end dots. (Note the
selection symbol, which appears when the cursor is properly located to select
the activity) The activity description box will appear and be available for
location and configuration changes. A DLC, followed by a LC, both inside the
description box, allows modification of the description language.
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| |

I I

| I

| IS IS ACTIVITY
I

I

A DLC gives: I

I
THIS I3 [ACTITY

Then a LC gives:

Typing now will insert characters before “ACTIVITY”

MOVING ACTIVITIES

Once an activity has been created, it (and, automatically, its description) may
be moved to any existing Row and any point in time. Move the cursor (note
cursor shape) to any point just under the activity bar and between (not
touching) the activity end dots. GRAB the activity and move it horizontally,
vertically, or diagonally. When the activity is in the desired location, release
the button and LC away from the activity to deselect it.

Septemb
MT [T IEFIIZII‘!T i | T !ZFB

T

i eptem 5I|24 28

IFlhﬂITIWITIFlhﬂITIWITIF
|

L E
FacTiviTy ABLE |
C A : e o e
e R R i S
"ACTIITY ABLE
e I IE:IimI 1
I
I
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With “Day Lock” turned on (tool button E2), your activity movements are
restricted to vertical moves. This helps prevent accidentally moving an activity
to another day when moving a group of activities vertically in your display.
Note the shape of the cursor.

Septemh
I 2 il
l A(:thw :
= | ABLE
S5 v [ | ’H_,.
hg E2 DAYLDCK | TN

With “Row Lock” turned on (tool button E3), your activity movements are
restricted to horizontal moves. Note the shape of the cursor.

14|1? Snazptua:mhﬂ|
F lMIT lw | T |F IM!

| Acwm |

o e WS B | ABLE 1|
o B = v ElE . .
$ E3 - ROW LOCK | =T |

The appearance of the activity bar will change when it crosses a displayed
non-working day such as a weekend or holiday. The software will
automatically adjust the length of the bar to account for these non-working
days even when you toggle these days on and off by using the tool buttons D1
& D2. This occurs only if the activity has been designated with a WORK
calendar as opposed to a CAL (Calendar or span) calendar.
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|12 16 |19 23 |25 30
LS| T W TIF[S|S |MITWIT|F|S|S(M|T|W]|TI|F|S]S
I I

I I

I I
ACTIVITY ABLE-10 WORK DIAYS

l

| I O
WW
NOTE THE DIFFERENCE IN APPEARANCE WHEN
AN ACTIVITY r:RGﬁSES A Now-woﬂlex DAY,

| |
ACTIVITY mwéaéﬁ SPAN) DAYS
e %

Q

There may be times that you want to "FREEZE" an activity (or entire band) so
that it cannot move. To accomplish this, select the activity (or band) that you
need to freeze with a LC and then select the E1 tool bar button “Lock-in-
Place.”

[y@5 2 % v

TOGGLE THE "LOCK-IN-PLACE" FOR
SELECTED ACTIVITY OR BAND

This will prevent that activity (or band) from moving even if the integrity buttons
are on. You “UNLOCK” by reselecting the activity (or band) and then toggling
the “Lock-in-Place” button off.

COPYING ACTIVITIES

There are three ways to copy activities. You can copy one select activity, a
fenced group of activities, or a complete band of activities. To copy one
activity, select the activity with a LC and you will note the color of the activity
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changes. Place your cursor over the activity and RC to produce the following

drop down menu:

I ]
L ACTIVITY ABLE

[
i

Link, To Predecessar

Link, To Successar

Mark Progress To Date

Cuk

Copy .

BB R X i |2 ot

3

Delete

Add Activity Moke

Ackivity Properties
Ackivity Colors

Marme Propetties

LC on “copy” and the activity is placed on your clipboard. Now place your
cursor on the day and position that you want the copied activity start date to
begin. A RC will produce the following drop down menu and then LC on
“Paste Activities.” This same procedure will be used whether you are copying
and pasting single activities, a group of activities, or a complete band. A word
of caution: If you have multiple bands, you need to select which band you
want the group to be associated with before pasting. This is true with any
copy and paste. If you paste it in the wrong band, you can change which
band it is associated with. More information about band association is
provided under the section on bands.
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1 ' |
Creake Activiky

Create Milestone

2] 4= T

Create Chart Maote
Create Rich Maoke
Create Marker Line

Create Legend

i 0If

Create Band

b

=y
1]

Create Sub-Band

L1151

Paste Activikies

[,
a3

Calendar R
Insert Chark Row 3
Delete Chart Row

fﬁ Properties

To copy a group of activities, use the fence tool by selecting the fence button,

H1.
H1 -FENCE

Now draw a fence from top left to bottom right around the group of activities
that you need to copy (see pages 44-45). RC inside the fence and “Select Al
Inside.” The color of all the selected activities willnow change. Now do a LC
on any one activity and your cursor will change. Now RC and select “copy.”
Pasting is the same as with a single activity. The activity with the earliest start
date will be started where you place your cursor. You can paste this group as
many times as you need until you copy something else to your clipboard.

E’*}] Select Al Inside t
IH M -ﬂ:}} Select all Dukside

| | | 34 Zoom Window
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Creake Ackivity

Create Milestone

Create Chart Mote

[ 1

Create Rich Maoke
Create Marker Line

Create Legend

Create Band

Create Sub-Band

Paste Band

Paste Activities |\
5}

Rt

IR A i ¥

Calendar Row
Insert Chark Row 3

Delete Chart Row

Y
i

f]-'" Properties

You can also select several activities to copy (or move) by holding down the
“shift” and selecting the activities with a LC on each one. Follow the same
directions aft this point as with the fence.

A discussion about copying an entire band of activities will be covered in the
section on bands.

ASSIGNING ACTIVITY CLASSIFICATIONS (PROPERTIES)

Up until this point, all activities have been in the same classification. You may,
however, want to label certain activities as being in a unique classification.
This might involve identifying all Governmental Approval activities, or all
Electrical Contractor activities. You can make a selected activity classification
stand out graphically by giving that classification a unique activity line color,
pattern, or thickness and/or a unique font, font size, or font color. You can also
display a selected classification while suppressing any or all other
classifications. You may also use colors, line widths, patterns or other activity
characteristics as classifications, allowing you to use these characteristics to
arbitrarily add variety and readability to your display.

To set up one or more classifications beyond the “Default” classification, a LC
on “Edit”, then “Class Properties”. The following menu will appear:
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B[(=1E

£ Class Properties
10 Clazs Name: fofbc538-9acy-44bd-bee?-9094e32f20e Clazz Calendar:

i | |Default | IDD'I:DefauIt ;i (#) Work Duration () Calendar Duration
(#) View Digplay S_ettings_ _ £ Vien:\l Frint Settings | Class MileStone Symb_?l Height / Rotation
Lock Print Settings = Display Settings | Diamond v il].2|] :J! inches 90 = |degrees
Class Activity Style ; - — g ==
(O o—line w/ Square Ends (Creeline w/ 5q Rnd Ends [ZI:ss h:.llesmne Simbal 1l Colek
(#) &-oLine w/ Round Ends () =Rectangle o - J .
Class Activity Display Line Complate: - 0 Fill Transparency  100%
Line:  Fill |§LI,I_I§: _‘,\f}fi@_lhl.._ = Clazs Mile5tone Symbol Border Line
[Solid v|loos 3, o Colr Wit
: Style: |Sulld v! - 004 2

Class Progress Display Line

Line: Camplete: Style: Width: (lass:HileStene:Lacaltion
- %_50“,1 v|008 £|in O Day Start (O Day Center (& DayEnd

Clazz Mile5tone Hame

Class Activity HName

Text  Backg: O AutaSize  Arial Text  Backo: € Bito Sosle Microsoft Sans Senf
Bl ] Oaces O duoScae Bl (O (e
() Fived
! Min Ler:  »-Offset: -Offzet: J Min Len:  ¥-Offget: r-Offzet:
; = ; =1 = = e ' = = | =
0 Backg Transparency 100% lnﬁ_v: :n__nz_vl !'_]']_1__v' In 0 Backg Transparency 100% i_ﬂ-5 > | !.I_]_-nﬂ ¥ | E—_n_ﬂ = |"

Clazs Mile5tone Hame Border Line

[Show [Solid | v| BDICIE[Z- LinBWidthliE—u1 2 i [¥] Shaw |Su_l|-1:i"v-l Enrder:- Line 'width; [0.02 ?Jin

The top line indicates that the “Default” category of activities is being
described. Ignore “Calendar” for now, as a different calendar for different
categories of activities is a feature currently under development. You may
check "“Lock Print Settings = Display Settings” unless you have a particular
reason for the two to be different. On the left (“Display”) side, you may make
selections in any of the characteristics listed. A LC on “Apply” and all “Default”
activities will now have the selected characteristics. To create a second
classification of activities, select “New"” and do a LC on “Default Copy” to
highlight the name. The menu will look like this:

&¥ Class Properties

10 Mame:
E ] v
Calendar:| 001: Defautt v|

@ \work () Span Lock Print Settings = Display Settings

Type in the name of the new classification and make all the selections of
characteristics, which you elect. Your menu could look like this:
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£ Class Properties

@ Wwork (O Span

1D: Name:
Electrical R
Calendar: | }01:Default R

Lock Print Settings = Display Settings

Activity Display Line

Activity Print Line

Line:  Stylez[ Dash Line:  Style: [Solid
B v 3 = Tin B o3 =1in
Fill: Fill:
Progress Display Line Progress Print Line
Line: Style: ER I Line:  Style: [Salid
\nfidth: |8 = |in \width: |8 &l in
Complete: Complete:
Activity Name Activity Name

Font: [ amiaL Font: [ amiarL

Coloc: [¥] Multi-Line Name  Calor: [#] Multi-Line Name
[] Al Caps ] Al Caps
Min Length:{ 0.5 inches Min Length:{ 0.5 inches
Mew Apply OK

Now LC on “Apply” and the Electrical Classification is established. In a similar
manner, a Mechanical Classification is created.

When you have finished creating your classifications select “OK.” At any fime
you can return to this menu to create new classifications or edit the ones you
have. You can also create a New Class by selecting “New Class” in the menu
as seen just below.

To use these three classifications, LC on the following symbol and choose
(ELECTRICAL chosen in example) from the resulting menu:

LC Here on A5

Defaulk E: h| Mews Link: 5

Drefault

| Electrical

Mechanical

Mew Class

DISPLAYING SELECTED CLASSIFICATIONS ONLY
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Until a different classification is selected, all activities created will have the
characteristics of “MECHANICAL”. Using all three classifications, the following
schedule was created (for clarity, precedence links are not shown):

Z-DEFhULT-A!

|

o |
| |
geoLeuTrioat-a |
| | |

| S—MECHhNICﬁLrh |

| | |

| | |

| | |

|

|

|

|

|

3-DEFAULT-B

S'ELEETRIEALL (=]

2

| 7 mEcHANICAL

i i :
| | |
| | |

B

In addition to the ability this gives to see a given classification within the
context of other classifications, you have the capability to suppress all but a
selected classification, or to show all but a selected classification(s) with the
default characteristics.

Do a LC on a similar tool button, B8, located on a different tool bar.

LC on B8

!
oFs [} a2 A |

(=T — N oo [- =] [T

i
11l
il
=
[
=

Display Activities for Selected Property Classes
— P — g | T o = T

The menu that appears allows you to show only a selected classification when
the choices are made as below. Note the check by “Hide Activities for
Classes not selected”.
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uary February
4 11 8 |25 |3
M T W T FIM T W T FIM T W T FIM T W T FJIM T
[
|
I

1
5
=
H
T
=
—
=
—
T

Properties
UnCheck to Display in Default Color

Select All E] Clear all

[[] Default

[] Default Copy
[[] Default Copy
[#] Electrical

[ MECHAMICAL

|
|
|
|
|
A-ELE[GTRIGAL-A |
|
I I
| |
| |
| |
| |
5-$LEETEIEALF =]

Hide Activifies for Classes Not Selected

If only Electrical activities were displayed, the row heights could be
compressed to give a more compact display, print, or plot.

Januai February

LT FIT%}TWT F|2|\.?TWT|F|1|TWT FH\;TWT FHv‘aTWT FH\ASTW
= : : : "
| |
| |
| |
| |
| L
|
|
|
|
|
|
|
|
|
|
|
|
|

I
|
acidoTrRIoa A
oty UnCheck to Display in Default Color
| i ] select all 7] clear al

stiecrricalle [[] Defzult
[] Default Copy

Properties

[] Default Copy
[+] Electrical
] MECHANICAL

Hide Activities for Classes Not Selected

The schedule below shows the effect of un-checking all but Electrical so that
all unchecked classifications are displayed with the Default characteristics.
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I
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[] Hide Activities for Classes Not Selected

What you are doing above represents three versions of graphical sorting.

Electrical &8~ | e Link:
Diefault

Electrical

Mechanical

Mew Class

When creating new activities, you can select beforehand which class it will be
associated with from the list of available classes.

You can place a “Legend” anywhere on your display by placing your cursor at
the location you desire, do a RC, then a LC on “Create Legend” and a legend
will be placed on your chart. It has properties that can be edited just like a
chart note.

Create Activiby

Create Milestone

] g T

Create Chart Mote
Create Rich Mote

=E Create Marker Line
B Create Legend M

gia Create Band
B Create Sub-Band

] et Cim 7 3 [ GOt
ﬁ Calendar Row ‘|l Default
% | Insert Chark Row » O Electrical
4% Delete Chart Row : [ ] Mechanical
7 Properties
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ESTABLISHING PRECEDENCE RELATIONSHIPS

When two or more activities are placed on the display, you may wish to start
determining the precedence relationships (required sequencing) that exist
among them. The “New Link” button (Aé) allows you to select the type of
precedence relationship you wish to incorporate. Do a LC on the down arrow
to the right of the precedence type being displayed. The drop-down menu
will display the following choices: Finish-to-Start (FS) (default), Start-to-Start (SS),
Start-to-Finish (SF), and Finish-to-Finish (FF).

Aéb

!

i= | Mew Link: |°£,F5 -

FF

Fs W
SF

Mowvemi
19

IFIMIT

55

1t pd g

A LC on any one of the four and that precedence type will be in effect until
another is selected.

The default precedence type is Finish-to-Start (FS) with no lag factor. Many
schedules are created using only this precedence relationship. However, the
other precedence options allow additional flexibility in describing the desired
relationships among activities.

Having picked a precedence type to link two activities, RC on either the
predecessor or the successor activity. The following display appears:

T, Link To Predecessor

|I, Link To Successor P

Mark Progress To Date

Cut

Copy

Delete

Add Activity Mote

Activity Properties
Activity Colars

T I T, O =

Mame Properties

If you selected the predecessor activity, LC on “Link To Successor”. Then LC on
(select) the successor activity. The same result will occur if you select the
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successor activity, then LC on “Link To Predecessor”, then LC on the
predecessor activity. The precedence arrow will appear between the two,
with zero lag. The following display shows the results of linking (with all lag
factors set to zero (default)) three previously intuitively placed activities:

U

October
1 |=3 ‘15 |22 |25 B
MIT|WIT|E[MIT|WI|T|F [ M|IT|WI|T|F|M|T|W|T|F|M|T|W|T|F[M
1:Summary B L d | | | x
| | | |
2 | | E-4 ITI‘-.fIT"rr CHARLEY
| @ § o
5 | | FT
1] ACTIVITY ABLE | o
|
|
|

|

I ﬂI—ﬁl.l',l'I'II‘-"'I'I'“'rr BRAWD

I G I ¢
I I

Activity 1 is a $-S predecessor of Activity 4 and a F-S predecessor of Activity 5.
Activity 4 is a F-F predecessor of Activity 5. An alternative statement of these
relationships would be that Activity 4 is a successor to Activity 1 and ActivityS is
a successor to both Activity 1 and Activity 4.

If lag factors were involved such as:

- The Activity 1 to Activity 4 precedence relationship is $-S with a 3-day lag,

- The Activity 1 to Activity 5 precedence relationship is F-S with a negative
1-day lag, and

- The Activity 4 to Activity 5 precedence relationship is F-F with a 2-day lag,

You could establish these lag factors by selecting the small red boxes at the start
of the precedence arrows and moving them to positions such as shown below:

|
BAGTIVITY CHARLEY
| | e ¢ o

I

I

I I |
1§ ACTIVITY ABLE |

I
I I I |
I I I I
I I I |
: 4-ACTIVITY BRAVO <L :
I |
I I
1 1

ke
I I
I I
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You can observe that Activities 4 and 5 could both be started earlier. By
selecting Activity 4 and moving it until its precedence line from Activity 1 is
vertical, you have put it in its earliest position relative to Activity 1. Then
moving Activity 5 to the left will cause the Activity 1-to-Activity 5 precedence
arrow to go vertical before the Activity 4-to-Activity 5 arrow goes vertical. This
is that final result:

|
S-ACTIVITY CHARLEY
1

| I
& &
L | ]
o 1] ACTIVITY ABLE | o |
|

I
I
I
i
I
I
I
I
I
I

I
LACTIVITY BRAVO —:J

L B pa—
I |




TASK DETAIL INFORMATION

The details on any given activity can be viewed in one of two ways. Any time
you select an activity with a LC you will notice at the bottom of the screen a
bar that gives much of the details concerning that task.

|Activity: 302-ACTIVITY BRAYO | Start: 09/12{07 | Finish: 09{19f07 | Duration: 6.00 days ‘“Work | Complete: 2,00 | Remaining: 4.00 | Constraink: ASAP | Class: 1-Default (1)

The Task Detail Box will give a little more information. You get this pop-up
dialog box by a double LC on a selected activity. In this dialog box is a variety
of useful information that should be self-explanatory.

** Task Detail

EEX

ey n;u 0=0 3:: 2;" - =3 I

1D Band: [1-GENERATOR BUILDING

M ame: A CTI T BR O

Calendar:

Froperties: | Default w
Scheduled: Actual: Early: Late: Preleveled:

Start: | 03/12/07
Firigh; | 091907

@ Work (O Span Constiained
Duration Time:  Complate: Fo. MBI

.0 oo.o ’ Type: |D-ASAP v
Remaining:  Units: [ Summary Date:
0E.0 work Daps # | | [] Milestane o

Total Slack: |0 Taotal Flaat: |0
Predecessors:

D Mame Type  Lag FS Start Finish
3 ACTRATY AELE 55 3 0 09/07/07 03°7/07
Successors:

D Mame Tvpe  Lag FS Start Finizh
303 ACTRATY CHA.. FF 2 5 09/17/07  09/28/07




ACTIVITY MOVES AND PRECEDENCE IMPACTS

MANUAL MOVES WITH PRECEDENCE LINKS IN PLACE

When an activity is selected, it is highlighted in one color, its predecessors in
another, and its successors in a third color. Looking at the original schedule:

I I
| ¢ 5-AGTIVITY CHARLEY
]

|

| _,

| I:_T |

14 ACTIVITY ABLE .
-~ ;

|

|

|

|

|

|

| |

| |

| |

— |

4-ACTIVITY BRAVO
I

Activity 4 is the selected activity. Its §-S predecessor is Activity 1 and its F-F
successor is Activity 5. This highlighting helps you see the probable impact of
manually moving an activity.

CASCAD-e can further let you see what happens when you move an activity.
With buttons E4 and E5 turned on, CASCAD-e makes sure that the integrity of
precedence relationships is maintained as you move an activity. This will be
illustrated shortly.

E4 ES5

|
PSS e | 8RS

With E4 and E5 turned off (the recommended process while developing the
schedule), you can move an activity to any location without causing any
other activity to move. The precedence arrows will show any illogical activity
schedule location, but will display the activity where you placed it
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Using a slightly different example project, the following illustrates activity
locations that violate the logic that you imposed with the precedence arrows

you created:

I I I
I I I
| 3 ROUGH-IN PLUMBING

1-IMSTALL

MECHANICAL PIPING |
AND INSULATE

" 3
2 nsTALL ELECTRICAL |

Q

Activity 2 is shown starting one day earlier than would be permitted by its
assigned relationship with Activity 1, which is start-to-start (S-S) with a three-day
lag. Similarly, Activity 3 is shown finishing one day later than Activity 2, but the
precedence relationship shown requires that Activity 3 finish at least two days
later than Activity 2.

Note the one-day negative finish-to-start (F-S) relationship between Activity 1
and Activity 3. The position shown does not represent a precedence violation.
Negative finish-to-start is available to show how much two activities can
overlap. Slight overlapping of two critical activities which are traditionally
thought of and shown as end-to-end (finish-to-start with zero lag) is frequently
the easiest, least expensive, and most realistic way to reduce project length.

You may want to explore some alternative activity positioning in this manner
before having CASCAD-e make the moves necessary to restore relationship
integrity.

LETTING CASCAD-e MAINTAIN THE PRECEDENCE INTEGRITY DURING MOVES

With E4 and E5 turned on, the following examples (using slightly different
durations and precedence relationships than were used in the prior example)
show Activity 1 being moved in one-day increments and the effect of those
moves on successor activities.
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Starting Position:

I I I
1-INSTALL | |

MECHANICAL PIPING | |
AND INSULATE 3- ROUGH-IN PLUMBING
I
I
I

o

I I
I |
: lﬁ-lNSTALL ELECTRICAL
I I
| |

Activity 1 selected and moved to a one-day-later position:
(Successors colored, but no impact on Activities 2 and 3)

!

|

I
= ¥ 3 ROUGH-IN PLUMBING ..

T

I
.
THNSTALL

i
MECHANICAL PIPING :
ﬁND INSULATE |
| |
E]' | |
| |
N |ﬁ—INSTm_L ELECTRICAL:
! |
Activity 1 moved one more day:
(Activity 2 moved one day later and highlighted as being
impacted - forced to move. Activity 3 nearimpact)

I
|
"1-INSTALL i

1
|
|
MECHANICAL PIPING |

AMND INSULATE

| B ¥ 3 ROUGH-IN PLUMBING

Eaanynnlaiing

]| 2-INSTALL ELECTR:ICAL

Activity 1 moved one more day:
(Activity 2 moved one more day, Activity 3 moved one day and
also highlighted as being impacted)

I I

| |

IPING | |
L

b ¥ 2- ROUGH-IN PLUMBING

& ¥
|

b

2-INSTALL ELIT_CTRICAL ; :

[

“fNSTALL
MECHANICAL
AND INSULAT

|

|

|

|

|
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LC away from Activity 1 and LC on button Eé to clear highlighting:

Eé

|

PSS e | 8RS

The highlighting disappears and the activities are shown in their original colors:

1-INSTALL | |
MECHANICAL %’IPING | |
AND INSULAT

o E E 3 ROUGH-IN PLUMEING III

i

”~ P

If Activity 1 is now selected and moved back to its original position, Activities 2
and 3 do not move with it. Successor integrity is not violated by this move.

|

|

|

| v v
2-INSTALL EL&CTHICAL

| |

|

1-INSTALL | | I
MECHANICAL PIPING | | |
AND INSULATE

j
|
|
|

Going back to the preceding schedule, moving Activity 3 back to its original
position would push Activity 2 back with it, and Activity 2 would push Activity 1
back the same 1 day.

|
|
1-INSTALL |
MECHANICAL PIPING

AND INSULATE
o | E ¥ 3- ROUGH-IN PLUMBING

|

|

|

|

|

| [
| |
| |
: 2INSTALL ELECTFI:ICAL
|

|
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If you remembered what the original (pre-move) positions were, each activity
could be selected (in any order) and moved to its original position. However,
this rapidly becomes very challenging. You can utilize the “Undo-Redo”
feature described below, if the moves only involve a few activities or a few
moves. If it will be more complex, then refer to the section below on “Save”
and “Save As” to decide which best meets your situation.

USING “UNDO” AND “REDO”

You can use the “Undo” and * Redo” buttons that are found on the standard
tool bar at the top. At this fime, these buttons will only work for activity moves.
If you move an activity, a fenced group of activities, or an entire band, then
you can “Undo” the move with the click of the “Undo” button. If you decide
that the move is what you desired, then you can “Redo” the move with the
“Redo” button.

File  Edit  Wiew  wWindow  Format  Chart  Scale Help

N E HS (A E LR 9@
w
v

STANDARD UNDO & REDO BUTTONS

Later this “Undo” and “Redo” feature will be expanded to include other
functions such as notes and copy/paste.

USING “SAVE AND “SAVE AS”

If the activity moves (and/or durations, precedence relationships and other
changes) being contemplated (but not committed to) appear likely to be too
numerous or too complex to allow you to easily restore them to their original
configuration after seeing the impact of the changes, hit the “File” button and
select " Save As” before making and examining the changes. Name the
“Save As” “Alternative X . Close the "Original Project” file, open the
“Alternative X" file, and make the changes. If the changes examined under
“Alternative X" are not acceptable, close the "Alternative X" file and reopen
the “Original Project” file. If the changes are accepted, save “Alternative X"
as “Original Project” and continue to develop the schedule.

During the course of generating or modifying a schedule, the chances of
accidentally making an unintended and significant error are significantly
greater than zero, particularly during your initial familiarization with CASCAD-e.
Saving your work periodically will allow you to go back to that saved stage of
your work and start over from there. You may hit the “Save” button as
frequently as you wish to determine how far back you will have to go to wipe
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out your error and pick up your work. CASCAD-e will alert you to do this by
starting to flash the “Save” button five minutes after your last “Save”. You may
ignore the flashing alert or hit “Save” and turn off the flashing.

MOVING ACTIVITIES AS A GROUP

The “Fence” button, H1, allows you to put a rectangle of any size and
proportions around a group of activities and their precedence relationships
and move them to, or copy them in, any location in your schedule grid.

H1 - FENCE

LC on button H1 and position the cursor at the upper left corner of the Fence
you wish to construct. LC, hold the left mouse button down and drag the
lower right corner of the Fence to the position which lets the Fence contain all
the activities you wish to move. Activities not totally inside the fence will not
be affected by what is done to the totally fenced activities.

-

MECHANICAL PIPING

AND INSULATE
o | E ¥ 3- ROUGH-IN PLUMBING

|

|

|

|

|

|

[ |
| |
| |
2INSTALL ELECTRICAL |
|

1

|

\
\
M
Pl ransTALL
\
\
\
\
\
\
\

.
H

:PE Select All Inside
<fe| Select All Qutside

&4 zoom Window

|
f
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Now do a LC on “Select All Inside”. To move the “Fenced” group, select any
activity inside the Fence and drag it just like a single activity, and with it, all the
“Fenced” group wherever you like. LC off the activity and the group is in
place, with integrity preserved for any precedence relationships crossing the
Fence boundaries. By doing a RC on any activity, you may select from the
drop down menu “copy” or “delete” for the group. If you copy a group, it
stays on your clipboard until you copy something else. You may paste the
group into as many locations as you wish.

1-INSTALL | |
MEC |

ANICAL PIPING |
]
AND [NSULATE 3- ROUGH-IN PLUMEING
z | g

t
2—INE‘TALL ELECTRICAL
|

20-INSTALL
MECHANICAL F'IF'II\IG

]
AND INSULATE | 22- ROUGH-IN PLUMEING
; |

T 21-INSTALL ELECTI:HCAL

23INSTALL |
MECHANITAL PIPING | |

AND INSULATE
|' 25- ROUGH-IN PLUMBING

24-INSTAIL ELECTRICAL |

USING BANDS

Bands have been mentioned briefly earlier and illustrated above. You are not
required to have any bands in addition to the initial Band that you must create
in order to start creating activities. However, Bands and Sub-Bands can serve
a valuable function of helping you organize your schedule into groups and
sub-groups. This organization of the schedule is often referred to as the “Work
Breakdown Structure”. A simple example is:
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|
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1

2:BAND A M

|

|

|

|

1-ALPHA E-CHARLIE :

| \ \ |
| 2-BRAVD |
|

|

|

|

|

|

|

[ [
| |
| 18anpa |
| | 1
: | |
4
5

&:BAND 8 o 2-BAND B ;
|

7

O————)

\
[
| ¥ 4ECHD |
\
\
\

3

9

| |
| |
| |
| |
| |
| | 2DELTA
| |
| |
| |
| |
| |

BAND A is the summary representation of Activities 1, 2, and 6. It was created
by RC in row 2, selecting “Create Band” from the resulting menu, and typing
“BAND A" when prompted to give the Band a name. No Band representation
appeared until you created Activity 1. At that point, the blue Band Bar
appeared in row 2, equal in length to Activity 1. As Activities 2 and 6 were
added, the Band Bar lengthened to span all three activities. In a similar
manner, BAND B was created and populated with Activities 3 and 4. At that
point, you have both the summary schedule and the detailed schedule
displayed. To hide the Band Bars, LC on the “Display Band Summary Bar” tool
button (G5) to turn it off.

G5

l
[=lE gHEN

|Displar_.-' Band Summary Eiarl

February
13 22
M | T W T |F

15
| F

2

= in

The schedule will look like this:

1-ALPHA r;CH,-‘.EIUE
: 2-BRAVD
|
|
|
|
|
o—o

|
| 2 ECHO
|
|
|

| |
| |
| |
| |
| |
| | 3-DELTR
| |
| |
| |
| |
| |
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Another opftion is to collapse all activities intfo their Band Bars. The schedule
would then appear as follows:

i [ al 017:BAND ONE v @ New Activity: 5 = Work ~ Days - ASAP -+ Default F8~ | NewLink: %

2

008
Collapse All Bands Janua
Al T o
T|WI|T|FIM|T|WI|T|F |M|T|wWw|TI|FIM|T|W|TIJ]F[MI|T|WI|T
[ [ [

1|4
FIlMI|T|w]

f

2:BAND ONE 17-BAND ONE

|
T
5 |
|

G
|
|

2:BAND TWO 1 S—EIAINID TWO

n
Eic )

12

|
| | | |
| [ . |
| I I |
| | | |
I | | I
7 | | | |
| | | |
I | | :
| I I |
| | | |
I | | I

EKF‘AN? ALL

CEal B al
COLLAPSE
LAl

A LC on the plus (+) sign will re-include the detailed activities (expand the
band). You can collapse any band again, individually, by a RC on the Band
Bar (Band A in this example) and clicking on “Collapse” in the menu that
appears. The resulting schedule is a selected mix of detailed and summary
information:

January

| 4 |? 11 |14 25 |2s ‘1 |4 8
T W | T|F M| T|WITIF{M|T|W|TIFM|[T|W[T[F|M[T|W[T|F{M|T|W|T|t
1 | I | |

| |
2:BAND A | " |
I | | |
5 I I
| |
&:BAND B 2 B*’*Nd B ! i
| |
| |
7 LDELTA |

| |
| | +-Banp A
| I
| I
| |
| |
| |
| |
| |
| |
| |
| I
| |
| I

The * Collapse All" button will collapse sub-bands into their parent band. If
you would like to just turn off the display of activities and still see the sub-band
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summary bars as well as the parent band bars, then the following tool bar
button (O1) would be used, which is located to the left of the collapse all
button. With the bands collapsed, you may want to hide (02) the rows that
now have hidden activities on them. This may be useful during a meeting to
collapse the view in order to view the summary bars in close proximity to each
other.

o TOGGLE DISPLAY OF ACTTVITIES
- WITHIN BANDS & SUBBANDS

ﬂ IDEMNHIDE EMPTY ROWS

Collapsing a Band or Sub-Band summairizes all activities and Sub-Bands that
were created under the collapsed Band/Sub-Band.

The creation of an activity or Sub-Band will cause that creation to be
organizationally assigned to the Band or Sub-Band that is active at the time of
the creation, regardless of the location in which you place the creation. You
can select the Band or Sub-Band you wish to have active by LC on the down
arrow (N3) to the right of the “Active Band” window to see all the entities, then
selecting the one you wish to activate.

N3

|

EEERY A A A v[@]:
2008 O0TAT (BAND A-)

00281 (BAND B-1)

4 %17 jw 7 |0038-1 (SUBBAND B-1-1) i

— 004:8-11-1 SUB-SUB-BAND B-1-1-1

| 005:A-1-1_SUB-BAND A-1-1 I

241 (BanD A1y |
| |

3:E!J|-1-1 (SUB-BAND é|-1-1]

4:E!|L1—1—1 SLIELSUEL%AND B-1-1-1

|
SE1 (BAND B-1)

|
|
s:,e-|T1-1 SUB-BAND ;41-1

| |
7 |

By adding activities to this WBS and reordering the Bands vertically, you might
come up with a display such as:



g 151 (Banb a1
| |

1-1 I E ¥ 37
L - . ]

| | | |
| ; f |
| | | |
: T | I T | : :
| | | 5-A1-1 SLll:_‘rB;-‘-.ND A1l |
L |
| | | | | |
| | | | — |
| | | | |
| 2-B-1p (BAND B-1) | | | m |
| I I [ " |
| | &5 | | | |
| | | | | |
| 3-B-1H1  (SUB-BAND BH1-1) | | |
| I L I I I |
| ¥ 4-4 | | ¥ 5-5 | | |
| o—T79 o—0 | |
| | 4-B-1-1-1 suB-suB-BAND B-1-1-1 I |
| | f y i | |
| | +as I I | _ |
| | o |
| | |
| 1 |

These Bands, Sub-Bands, and Sub-Sub-Bands were originally created
somewhat haphazardly down the page. The program assigns the ID numbers
in the order in which the entities are created. However, the first portion of the
name was used to structure the entities into a Work Breakdown Structure
(WBS). The components of the WBS can be displayed in a Table that can be
displayed by a LC on “View”, scroll over “Table”, and then LC on “Bands”:

View | Project Format Chart  Scale  Windo
] :ﬁ Calendar
d
J Ml Holidays :
4 - 5 18
1 Chart 3 = ——
: # S wow - | L
-| Table [ | Bands
Toolbars 3 Activities
Autosize Toolbars Links
T I

The following Table is displayed:
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Band Table

BandID BandName RowlD Start Finish Frozen | SubBands Parent!D
» A1 (BAND A1) 2 12/31/9599 1 0

O
2 B-1 (BAND B-1) 5 12/31/9599 o n
3 B-1-1 {SUB-BAND B-1-1) 3 12/31/9999 O h
4 B-1-1-1 SUB-5UB-BAND B-1-1-1 |4 12/31/9999 O |o
5 A-1-1 SUB-BAND A-1- 6 12/31/9599 O (o
O

The Bands are in the same order as before, but now they can be sorted by
Band Name (in fact, by the WBS numbering system you set up) and thereby
the WBS can be displayed and printed as a key to the overall structure you
have used in developing the schedule. The following shows the sorted
information obtained by LC in the “BandName” column heading:

BandID BandName | RowlD Start Finish Frozen | SubBands Parert|D
»4_,&-1 (BAND A1) 2 12/31/9999 E 0

5 A-1-1 SUB-BAND A1 [ 12/31/9999 O (o 1

2 B-1 (BAND B-1) 5 12/31/9999 O |1 0

3 B-1-1 (SUB-BAND B-1-1) 3 12/31/9999 O |1 2

4 B-1-1-1 5SUB-SUB-BAND B-1-1-1 |4 12/31/9999 O |o 3
* [

COPYING ACTIVITIES AMONG BANDS

To copy activities from one band to another, select the activity(ies) with a RC to get the drop
down menu on which you LC on “copy.” The “active band” window will display the band
from which you are copying. Do aLC on arrow N3 to display thelist of bands. Select the
band into which you want to paste your selection. Place your cursor on the day you want the
start date of the earliest activity to start. Now RC for the drop down menu and select “Paste.”
If you accidentally paste with the wrong band as the active band, |eave the activities selected
(or reselect them), change the active band to the one desired, and select “yes’ when asked, “Do
you wish the selected activities to be placed in (this) band?’ In asimilar fashion, you can
associate existing activities with a newly created band.
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ADDING MORE INFORMATION TO THE SCHEDULE
DISPLAY

ACTIVITY NOTES

Activity Notes are written material in rectangular boxes that can be placed
anywhere relative to a given activity. When that activity is moved, the activity
note moves with it, staying in the same relative position. The following example
shows Activity Notes added to the “Framing” activity on each of 3 floors:

| I
| I
: : eLecTRicAl
| I

|
I
|
|
FRAMING = | |
FLOOR 3 'i -3 |

MECHANICAL |
|

FRAMING

FLOOR 2
I

|
|
|
|
|
|
|
|
I | |

| I |

| | |

| | |

I I |
FR»JI-'\MING | I
FLOOR 1 < I li | o : :
| MEI:I—ib‘-'\NI CAL | |

| I |

| I |

| I |

An Activity Note can be added by a RC on “Framing” and then a LC on “Add
Activity Note” from the resulting menu.

| |
" FRAMING L |

F.| Link To Predecessor

—0

Link To Successor

Mark Progress To Date

Cut
Copy
Paste
Delete

Add Activity Mote

B AU ()| X 6o £ M

Activity Properties
Activity Colors

Mame Properties
Jork | Complete: 0.00 | Remaining: 8.00 [ Constraini
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The following note box will appear below “Framing’:

" FRAMING L |

o ¥ MEcHanical

F
I I

Now double LC inside the box and type in the desired information. As soon as
you start typing, the box can be moved and shaped just as you did with
activity description boxes.

I | |

| | | L
[ ] o

| FLOOR 1 o ;

I | 3‘ MECH
|

I

Notes of any kind (activity, band, chart, milestone, or marker line) can either
be detached from its parent item or attached to an item. To detach a note,
select the note with a LC, do a RC to get the following menu and then select
“Detach.”

& Cut
=3 Copy
ae  Edi
23] -Hide
X -Delete

fi“ Propetties

To attach (or reattach) a note to an object, select the note with a LC, do a RC
to get the following menu, select “Attach,” and now LC on the object
(activity, marker line, or band bar) that you want the note associated with. It is
now attached to that object and will move with that object.
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"ACTVITY | |
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Copy
Edit

Hide:

Delete

Attach 1. |
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L 7] X [E & i

CHART NOTES

Chart Notes are written material in rectangular boxes which can be placed
anywhere on the grid to aid in reading and interpreting the schedule. They will
remain in their assigned location, regardless of activity moves. This can be a
mixed blessing, but once you see how this works, you can avoid problems that
would otherwise annoy you. Do a LC in the vicinity of the desired Chart Note.
A Chart Note box will appear. Now double LC inside the box and type in the
Chart Note material. Adjust the font size, style, and color by RC in the Chart
Note, then LC on “Properties”. The following menu will appear:

Chart Note Properties

Display: Print :
Microsoft Sans Microsoft Sans
Serif Serif
Fore: Back: Border: Hidden: = Fore: Back: Border: Hidden:
Background Transparency Background Transparency
0 100% 0 1003%
Border Border
Display |Solid b Print
Line Width: (0.01 % | Inches Line ‘width: Inches
Mote Di Mote Print
N splay Min Len: - . Min Len:
O Auto Size 05 — . Auto Size .
(&) Auto Scale - » |'n Buto Scale "
O Fixed [] & Caps Fixed All Caps
Set Az Default for: Set As Note Default for:
Chart MNotes[ ] Band Notes Chart Notes| | Band Notes
[] Task Motes [ ] Marker Motes Task Motes| | Marker Notes
Copy Print to Displayss Lock Print=Display| =k opy Display to Print
[ Cancel ] [ Reset To Class Default ]
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LC on the font box right under “Display” and proceed in the same
fashion as you did with Activity Description font selection on pages
16-17. The following example shows a Chart Note created in that
manner:

FRAMING AND ROUGH-INS

|
|
|
|
|
THREE-STORY BUILDING :
|
|
|
|

FLOOR 2

|

|

|

|

|
FRAMING | [‘ |
FLOOR 1 e e |
| % MECHANICAL |
| | |
| |
| |

USING EVENTS (Milestones)

One way to improve the readability of a schedule is to incorporate events into
the display. An eventis a point in time, as opposed to an activity, which
conveys the image of something going on over time. An event normally
represents the time at which an activity, or group of activities gets underway; it
also can represent a condition of completion of one or more activities. As an
example, an activity, “Dig Ditch” might have an event shown at its completion
that reads, “Ditch Dug”. Key events may be designated “Milestone Events”,
normally identifying important stages in the completion of a project. Tracking
the changes over time in the occurrence date of a Milestone (Trend Charting)
gives quick insight intfo the schedule performance on the project. The inclusion
of events is generally an arbitrary decision. Use an event only if you think the
schedule is thereby made more comprehensible. You may find events helpful
during schedule generation, then decide to remove some of them from the
finished version of the schedule.
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Pick a point on the schedule such as the last day of an activity. RC and the
following menu will appear:

Create Ackiviky

Create Milestone I |

[ @] 1

Create Chart Mote
Create Rich Note
Create Marker Line

Create Legend

Create Band

Create Sub-Band

Calendar Row

LT =l

Insert Chart Row b

4% Delete Chark Row

¢ Properties

LC on “Create Milestone and the following icon will appear:

[
I
I 4
I
I

3-ELECTRICAL

|
I
I
! |
I
I
I

RAMING

wa e r
|
V
-n

1 8- MEEHANICAL
|

H LL I
|

Just as when creating an activity description, typing now will place your event
description in the box above the milestone symbol. That box can be reshaped
and moved in the same manner as you manipulate an activity description
box.

I I I
| | |
| INSFECTION
I
I

l ¥
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An event (milestone) behaves as a one-day activity. The symbol can be
positioned at the start, middle, or end of the day. Events can be used by
themselves to create a “sticky note”, time-free, precedence diagram.

Events (Milestones) are available in a variety of shapes, colors, configurations,
and orientations:

2424

|25—25 |

B Vv

<=

I
I
|2?-2? | |
I
I
I
I

30-30

These may be selected by creating, then selecting, a milestone, RC, selecting
“Milestone Properties” from the resulting menu, and then using this menu:

MileStone Properties

ID: | | Band: [001:MMM | e
MILESTONE NANME Harme: |
Calendar:
CLASS ASSIGNED TO —3#= [lasx | Diefault v
(%) View Dizplay Settings ) Yiew Print 5ettings
Lock Print T o Display Settings
MileStone Name [ Show Bord T e -
Fore:  Back:  Border el inlen: 0.5 2 in
E coton asom ot Il DV s
BorderWidth: [ 1o 0o On DANS 98 HOW THE TEXT BOX APPEARS
TRANSPARENCY OF 002 2 WITH THE SELECTED SETTINGS
TEXT BOX | = () Backg Transparency 100%
Mile5tone Symbol e
) _ - Heig otation
s 1 =on T =1 THE SIZE AND ORIENTATION
SHAPE OFSYMBOL —is il D|§mqnd || 020 % inches "9|] : _degrees -y — OF THE SYMBOL
SYMEBOL FILL COLOR —#= Mile5tone Symbol Fill Color
COLOR WHEN MILESTONE Norst: [ 3
HAS BEEN COMPLETED— Complete: [l o Fil Transparency  100% THE APPEARANCE OF THE
=] SYMBOL BASED ON THE
SYMBOL BORDER STYLE, —&= MileStone Symbol Border Line SELECTRED SETTINGS
COLOR, & SIZE - — Color: width:
Style: | Solid v - [0.04 = |
POSITIONIN THE DAY o Tocaton : =
OF THE SYMEOL
() Day Start () Day Center (%) DayEnd
CUSTOM FOR THIS SYMBOL—®- Class Properties
MILE%I;IC;?\TE)SR&P%}ISTS AL;’ Apply Changes to All Milestones in Same Class
[ Feset ] ’ Apply ] ’ QK. ] ’ Cancel ]

Note the checked box in the lower left corner. If you want to change only the
milestone you have selected, LC on this box to remove the check. After
making your choices, LC on “Apply”, then “OK", to implement your choices.
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INSERTING ROWS OR DELETE A ROW

You can insert from one (1) to five (5) rows into your chart at any place. A RC

on a row will produce the following menu:

o Create Ackiviey
‘ Create Milestone
]| Create Chart Naote

Create Rich Mote
| Create Marker Line
B8 Create Legend
g Create Band
B Create Sub-Eand
E Calendar Row i
| 55 Insert Chart Row 4 | =l 1
4% | Delete Chart Row zﬁ}-- z
| Properties E=2
PR e  E= P
i [ s
[ R B R | A T o
R R e

Scroll your cursor over “Insert Chart Row” then go over and LC on the number
of rows you want to add. These rows will be added above the row where you
placed your cursor. Note that this may cause a space separation of activities
that may have been just below and above this insertion point. You may need
to move some of these to get the look you desire.

To delete a single row, RC on the row you want to delete. The same menu will
appear as above and this fime you will need to select “delete chart row.” This
will delete one row at a time. If there are any activities on this row (even some
that may be out of view), you will be given a warning box and not be allowed
to delete that row until you move that activity or delete it. In other words, the
row must be empty in order to delete it.

Cascade

' E Row 9 Must Be Empty to Deletel
L

X

e

[ Ok, l [ Cancel
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ADDING OR DELETING A CALENDAR ON A CHART ROW

As you are building a schedule the calendar at the top of the display is usually
adequate. However, as you prepare to print your schedule, you may find it
helpful to place calendars on various rows for ease of reference. By default, a
calendar will be placed at the top and bottom of your page. More about this
will be discussed in the section on printing. To add a calendar in the chart
areq, place your cursor on the row where you want to create a calendar. A
RC will provide the same menu that you should be becoming familiar with by
now. A LC on “Calendar Row” will place a calendar on the row where your
cursor was. To delete a calendar that is on a row, follow the same procedure
by clicking on the row where the calendaris. You will note that the icon
beside “Calendar Row"” now has a Red X on it. A LC will now remove the
calendar from that row.

0 Creake Activity 0 Creake Activity

4 Create Milestone 4 Create Milestone

A Create Chart Note A Create Chart Note

Zreate Rich Moke Zreate Rich Moke

:E Create Marker Line :E Create Marker Line

=8 Create Legend =8 Create Legend

g Create Band g Create Band

Bl Create Sub-Band Bl Create Sub-Band
|ﬁ Zalendar Row II: @ Zalendar Row [ |

¥ Insert Chart Row 3 ¥ Insert Chart Row 3

4% Delete Chart Row 4% Delete Chart Row

7| Properties 7| Properties

HIGHLIGHTING THE CRITICAL PATH

The question, “What activities are on the Critical Path?2” arises frequently and
must be addressed, even though it is rarely the critical question that needs to
be raised. CASCAD-e will display the critical path (or paths) by highlighting the
path(s), allowing you to examine and critique the selection, sequence, and
durations of the critical activities. This critical path is the sequence of activities
that determines the minimum total length of the schedule. Consider the
following schedule:
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A LC on the tool button (L5) below, will highlight the critical path.

L5

l
[ B s -} LB} S

I |calculate & Display of Critical Tasks |

THREE-STORY BUILDING l l I l
FRAMING AND ROUGH-INS | | o
| |

' FLOOR3| pfuwe . o [
I EMECHANICAL u

- [
HANICAL

| |

| |

| |

| |

| |

| |

| |

| |

| |

| |

| |

| | |
| | |
| | |
| | |
ICAL | | |
| |

| |

| |

| |

| |

| |

Fy

|
|
|
|
|
|
|
|
|
I FLOOR 2 thAmme
|
|
|
|
|
|
|
|

[FLOOR 1 pEBAMING

=]
: l
ME CHANICA
| |

Note that the critical path is based on calculations and is not affected by any
illogical positioning of activities such as is shown above for the floor 2 and floor
3 mechanical activities.

EXPANDING THE HIGHLIGHTING TO INCLUDE NEAR-CRITICAL ACTIVITIES

Because Near-Critical activities can quickly become critical as actual
durations vary from their estimates or activities don’t start when they should, or
for a variety of other reasons, Near-Critical activities deserve Near-Critical
attention. CASCAD-e allows you to highlight all activities that have total slack
within X days of the total slack of the critical path. The following tool buttons
(L6 & L7) allow you to select the level of criticality that you wish to highlight. If
you are satisfied with the default number of 3 as the amount of slack above
that of the critical path that you would like to choose in determining which
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activities to highlight, LC on the red cross (L6) to the left of “3", and all activities
within 3 days of the total slack of the critical path will be highlighted.

L6 L7
l
s S S«

3 0o :5|Hig|hlig|ht near critical activities )

If you wish to highlight a greater or lesser degree of criticality, LC on the down
arrow (L7) to the right of “3” and the following menu will appear:

L7

AR RS
El i

I

[ B T« R ¥ T S PV I e

Choose your degree of criticality to highlight by selecting the number (1" in
the example) from the drop-down menu. LC on that selection and the “3" will
change to *1"” and the highlighting will include all activities within 1 day of the
criticality of the critical path. Because the project may have some “Project
Slack”, the critical path could have 5 days of total slack and all activities with 6
days of total slack would be considered Near-Critical when “1" is selected.

DISPLAYING THE “ALL-ES” AND “ALL-LS” SCHEDULES

It may be desirable to show what the schedule would look like if all the
activities were scheduled at the earliest possible time, or if all the activities
were scheduled at the Iatest possible time. In order for CASCAD-e to
calculate and display these schedules, you must select an earliest start date
and a latest completion date for the project. To accomplish this, do a RC in
the chart display area on the date that you want to establish as the start of the
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project or the completion date of the project. When you do so, you will see
the following menu:

1
Create Activity

Create Milestone

[ 4= ]

Create Chart Mote
Create Rich Note
Create Marker Line |_

Crea
Create a Marker Line]

Create Band

bl

5 Il |

Create Sub-Band

Calendar Row
Insert Chart Row »
4% Delete Chart Row ™

-

51| Properties

LC on “Create Marker Line"”, and when the marker line appears, RC on it and
you will get the following menu:

25|28 | 2 |3
ITIEMITIWITIFMITIWITI

>< Delete [
|
|

| Set As Project Start |

Set as Project End |
JJLink Marker Line to Project Start]

Add Marker Line Mote

[

|
|
3 - F
E3Y Properties J—
|
|
I

Now do a LC on “Set As Project Start” or “Set As Project End”. To identify this
marker line, or any other marker line you will find it useful to include a
descriptive note. A RC on the marker line will again give the above menu. A
LC on “Add Marker Line Note” and the following preliminary marker line note
will appear:
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| 25]28 | 2 15 .t
L IWITIF MIT ﬂTlF'M I IWITIF

4 FR2
FLOOR 2
I
I
I I

Use the same procedure as you did earlier with Chart Notes to enter a
description of this Marker Line and move the Chart Note intfo a position such
as:

21 25(28 2 |
[l

PROJECT START

By selecting “Properties” from the above menu, you can customize the Marker
Line's colors, style, width, and position in the day.

With a “Project Start” and a “Project End” Marker line in place, you may select
“ES” (L1) (or “LS"(L3)) from the toolbar below, LC, and the All-ES (or All-LS)
schedule will be displayed:

. —EARLY START
P e et ot B
Y ATE START
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ALL EARLY STARTS SCHEDULE

2528 | | s 30[2 A a4 JUNe o
Lt BT w T\F|M T wlTwplm T wlTIFlm 1 wiT (b T wir (el T iwi (E i wit B[ 7w
| | | | | |
PROJECTSTART || | | | | |
: : : : o gecricaL !
[ s |
| | | B-MECHANICAL
| | | | |
| | | | | |
| | | | | |
| | | | | |
| | | 6-ELECTRICAL b |
| | | | | |
o Jem— ) 1T
FLOOR 2
: : "y s mecHANICAL : : :
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| I3ELECTRICAL L b | | |
T FRAMING | _ ' | | |
] s ! o ! ' ' I | PROJECTEND
Vovecencah b : : : :
y |
| | | | | | H
ALL LATE STARTS SCHEDULE
2528 | | Cert 30[2 13[16, JUN€ o
b BTl \F|M T wlTwplm T WITIFlm 1 wiT (b T wiT (el T W\TIFlm TIWITIE[MITIWITIE
| | | | | |
PROJECTSTART || | | | | |
: : : : : | o pecTRICAL
| | 7| FRAMING | I
| | FLOOR 3 ﬂ_g
| | | | & MECHANICAL
| | | | |
| | | | |
| | | | |
| | | | |
| | | | B-ELECTRICAL b
| | | | |
fenls :
| ] | § s mecuanical |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | 3-FLECTRICAL
L1 Frammg ! ' | +! [
FLOOR 1 L L ' ' I | PROJECTEND
' Y 2. wecranica : : :
I
| | | |

In order to return to the schedule display in effect before displaying the All-ES
or All-LS schedule, LC in any unoccupied space on the grid. A future feature
will allow you to accept either of these choices as the new schedule.
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MARKING PROGRESS

When you are ready to begin updating progress on your schedule, you can do
it all with clicks from your mouse. Start by selecting the activity that you want
to add progress to by a LC on that activity. The activity will change color and
your cursor will change as usual. Position your cursor on the day that you want
to add progress up to. In the case below, the progress will be updated to
show a remaining duration of five (5) days (Do not show days worked). With
the cursor position on the day you need do a RC and the following menu will
appear. Now select “Mark Progress to Date.” The result will be the green line
below the activity bar as shown below. To add more days later, you simply do
the same procedure on the day you need it updated to. If for some reason
you need to clear the progress, simply use the button (E7) for clearing marked
progress as illustrated below.

| | |
TACTIVITY ABLE : © © |
|

T Link To Predecessor
a8

Link To Successar

Mark Progress To Date P |
Lty

W

Cuk

Copey
Paste

i
1 |T" 11 |14 18|21
F|M|T|W|T|F|M|T|W|T|F MIT | Delete

Add Ackivity Moke

| |
UACTIVITY ABLE @ & |
| ot |
| |

|

Activity Properkies
Ackiviky Calors

I
I
I
I
I
I
I
April |
I
I
I
I
I
I
I

(B 8 E X L i < |

MName Properties

Aparil
4 |7 11 4 18 |
|F !MIT ' | T |F !MIT 'y | T |F !Ml
| | |
| ACTIVITY ABLE |

B — 1 — — ,
| | | |55,ﬁ.jdsf%ﬁ@piﬁﬁgﬂé
S

| | | RESET PROGRES
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If for some reason you want to move an activity that has started without
revising the logic to show a split in the activity, you can do so by a LC on the E7
button shown below.

| PR =T
ALLOW AN ACTIVITY THAT
HAS STARTED TO MOVE

You may have need on occasion to turn off marked progress during a
meeting. To do so, LC on “Edit” then select “Project Properties”, select the
activity tab on the left side, and then uncheck the box for “Activity Progress.”
Be sure to remember to turn this back on.

Edit | Miew  Window  Faormak

| f]"‘ Project Properties E

Class Properties

METTEC T

D]
B8
| Calendar
Hl Holidays

MOVING AROUND THE SCHEDULE DISPLAY

SCROLLING

When the schedule display becomes larger than the screen can
accommodate, you can move to any hidden part of the schedule display by
using the vertical scroll bar on the right side of the screen and/or the horizontal
scroll bar on the bottom of the screen. The time scale and the row heights will
be unchanged. In this manner you can see all of the schedule display in
increments dictated by the screen size.

Below is a project schedule that appears to be partially hidden in the lower left
corner:
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By clicking in the white part of the scrollbar on the right side, we can see the
rest of the schedule:

Maovember
‘5 12 19 ‘26
TIF[M[TWIT|F[MIT|WITIF MIT[W|T|F
~

T 1 5 5 iz ]
TWIT # | LT (W LED T [WITF (b LT WL LT (W | [T (WO L [T w

‘i "3 X 2 1
WITIF [MIT|WIT|E[M[TWT|F |MITIWIT|F I M I F
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| T 1 —_—h | ? ol
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| | | guecrnok ey
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| | |
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|

|

|

|

|

|

|

|

| |
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| | |

| g#‘ ECHANICAL Ro } : |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |
I I 1 I 1 I b
>

-t 08/03/07 | Finish: 08/23/07

ZOOMING

A different way to see all or more of the actual schedule is to use the ZOOM
feature, using the toolbar below:

FLUS OR MINH\S 10% FROM PEESENT SELECTED Z00M

Y
P 0w - | DWW MG M

[P PP R T R P |

SELECT Z00M PERCENTAGE FROM DROP DOWYN LIST
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Zooming out from the previous schedule gives a view of the overall schedule:
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Sl |
Zooming in gives a detailed look at a portion of the schedule. If you zoom in or
out using the tool bar, the view will maintain the upper left corner of the screen

as the fixed point of the zoom. You can also zoom in on a selected portion of
the screen display by FENCING the portion of the display you wish to bring up

to full screen display, then selecting “Zoom Window".



September

=

GROUP 3 |

I |
I |
| 12: !s MECHAﬁleIAL R-IN :
I |

Zooming changes the horizontal and the vertical scale proportionately. You
may change either of these independently by compressing or expanding the
calendar as previously described, or by changing the row heights, using the
row height toolbar or using the slide on the left side of the schedule display.
The resulting skewed visuals may nevertheless be useful in achieving a
plotted/printed/projected display that maximizes the use of space (or gives a
special effect).

|
I I I
| | |
7. FRAMING | 9-ELECTRICAL R-IN
4 |
|
|

“GO TO” OR JUMPING TO A SECTION OF THE SCHEDULE

You can also select any Band, Sub-Band, or activity that you have created
and have that selection brought into the screen display to the extent that it
can be accommodated. This is not a Zoomed view.
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To "GO TO" a band or sub-band, select the one you want to jump to from the
band drop menu. Now LC on the Green arrow button to the right and you will
be taken to the selection.

SELECTING SUBBAND “GROUP 4”
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To "GO TO" an activity, you must know the activity’s “ID"” number. This number
can be found one of three ways. The activity ID number is found in the upper
left corner of the task detail box. See the section earlier in this manual for
information concerning this box. Another place to view this number is any time
you select an activity, the activity detail band at the bottom of the screen
shows the ID number. However, unless you remember the number, you cannot
see these dialog boxes without selecting the activity. Another way to find the
“ID” number is from a table. You can view (or print out) this table by a LC on
VIEW, scroll over TABLE, and LC on activities. This will produce a list of all of your
activities with the ID numbers. A more detailed discussion of these tables is
covered in the section on Tables.

Yiew | ‘Window  Format  Chart  Scale Help
f GoTo Ackivity |'E'
chrt » B2 R % [
| Table ] Ta— 4 | Bands
Toolbars v | = Activities |
Autosize Toolbars Lirks
TTTTA
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When you know the “ID" number of the activity that you want to “GO TO,” LC
on VIEW and then LC on “Go To Activity.” A pop-up window will appear. Now

type in the “ID” number of the activity that you want to jump to and then LC
on the GO button. See the illustration below.

Edit | Wiew | Project  Format  Chark

N | GaTo Ackiviey

% 10 Chart y E

= % Table 3

Toolbars k

q _E Autosize Toolbars -
GoTo Activity: [z|
Activitg 1D: | 131 | | GEIC% | Close |
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PRINTING AND PLOTTING YOUR SCHEDULE

TABULAR PRINTOUTS

CASCAD-e is designed to take advantage of the almost universal superiority of
graphical representation of the project schedule. However, CASCAD-e has
the capability of providing a tabular printout of the schedule. You can select
three different tables to view and save to a file. To view (or print out) these
tables, LC on VIEW, scroll over TABLE, and LC on activities, bands, or links. This
will produce a list of your selection.

Wiew | Window  Format  Chart  Scale Help
f aoTa Ackiviky |,@,
et 2 R E
| Table -—o » | Bands
Tookbars b || activities |
Autosize Toolbars Links
LI BLLEL]

= Activity Table
Activity List
Tas TaskMame Bz Rou Start Finizh Dwr DurationTy Do Dur ActualStat | ActualFinish EarlyStart EarlyFinish | LateStart LateFinish | Cri Tot Frel Pno 500 #
16 |DEMOSOG&E.. |3 |42 |9A117/2008 |9/30/2008 10 |Work Days |0 |10 9/418/2008 |1041/2008 | 9/18/2008 |10/1/2008 o O 1
10/2/2008 | 11/5/2008 0o O] |2

17 (UPS-BU/GROU.. |3 |45 (10AM1/2008 |11/4/2008 25 |Work Days 0 |25 10/2/2008 | 1155/
» RN e R Y CIMCImE
23 |INSTALL PROT 5 183 [11A2007 | 1AAA2007 R |Work Daps | B (D 1172007 | 11/7/2007 114142007 | 11/7/2007 114142007 (11072007 |(C]o (D)o |1

.24 CHILLER LOCP ... |§ |85 11/8/2007 (1A11/2008 42 ‘work Daws |42 |0 | 11/8/2007 | 1A11/2008 | 11/8/2007 (141172008 114842007 |1/11/2008 o ()1 |1

25 |COMPLETEELE.. |5 |87 |1A14/2008 |1/18/2008 |5 |wWork Daps|5 [0 |1A414/2008 |1/18/2008 |1A14/2008 |1/18/2008 |5/28/2008 |6/3/2008 |96 (D)1 1 2

£ »
Predecessors

Tas TaskMame Bz Rov Start Finizh Dur DurationTy Do) Dur ActualStat | ActualFinish Ear\yStart EarlyFinish Cri Tat Fro Pn 5o 4
OO 17 | U2 UG AU 2008
<
Successors

Tas TaskMame Bz Rou Start Finish ini LateStart LateFinish | Cri Taot Fro Pn Su 4
(S 5 | UPPER 5120 |Werk Days 20142008 | 1243 12009 |2 SCOERCERER -
£ >

Cloze

This Table, or Activity Report, has 28 columns of information available. You
may configure the report to suit your needs by expanding, compressing, or
hiding columns. You may sort on any useful column, such as Early Start, Total
Slack, Band Number, Properties, or others by LC on that column heading.
Similar Successor and Predecessor reports are also available in this format from
the Activities Table. Any of these tables can be saved in a Comma Delimited
File (.csv) format and later opened by most spreadsheet programs.
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GETTING READY TO PRINT CASCAD-e GRAPHICS

After you have created a schedule that you wish to use in a graphic hard
copy version, or if you are at an interim point in the scheduling process and
wish to give the team a hard copy of the schedule to that point to use for
review or reference, you will need to go through the PRINTING (Or PLOTTING)
process (the steps are essentially the same).

Review your schedule display to clean up activity placements and description
placements. Often, vertically swapping the positions of two activities will
reduce precedence line confusion. When swapping out activities or groups of
activities, it is helpful to turn on the “Day Lock” tool button (E2), which allows
activities to be moved vertically, but not horizontally. This assures that you will
not accidentally modify the scheduled dates.

E2
26 :E
WIT|F|S|S|MITIW|TI|F ‘

|Day Lock prevents movements to other daysl
I = |

What was a suitable display while working on the schedule may be subject to
significant improvement for printed schedule readability. Additional chart
notes, or modifying the content, size, and placement of existing notes will often
enhance the schedule usefulness. Adding or deleting day, week, month,
quarter, or year lines needs to be considered. In particular, day lines consume
considerable plotter memory and will slow up the plotting process. Similarly,
the row shading should most often be eliminated when plotting. Printing is
much less affected by these two features.

The row shading can be turned off and on by the use of the Band Row
Shading tool button (G1):

ElEEI=EE -

D = innos - | M
JBand Row Background Stripes
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The alternative appearances are (Band Row shading and Day Lines on):

2008 ek}
2F |30
W T |[F |l

4 |7 14 |14 18|21 23 |28
Tl [T {F I T P [T JF (b | T [ [T |F [W]T W ]T|F fM|T[W]|T
e : E T A B - | T R P 2

And (Band Row shading and Day Lines off):

2005 el
July

27 |30 4 |? ) |14 18 [21 23 |28
W T JF M IT [ [T [F M7 (W T [F I |T W | T[F [MIT W T |F [MITWI[TIF

E-h-

Another “clean-up” option is to turn Activity Numbers off with the use of the
Activity Number Display button (B3):

B3

|

|D=|_1=DDA_HDHTT

y!
g
1]

K > Winrk - DNiawe - ASA
Display the Activity Number
|
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Further modification of the appearance can be achieved by altering the font
type and size and the activity line width. LC on “EDIT":

“] CASCAD-e Interactive Graphical Project Scheduling, -

File  Edit  Wiew  “Window  Format  Chart  Scale Help
Ral=a1" BN =R e
Then LC on “Project Properties”:
Edit | Wiew  ‘Window  Formak
|§f" Project Properties L f
BE=2  (Class Properties ?
'ﬁ Calendar E
Hl Holidays r

The following menu will appear:

Project-demo 8-23.cdf Properties

General | Display Print ]
Activities To Print Activity Print Style Activity Name
[#] e=tlctivity Name () v—oLine w/ Square Ends Mame Font

[ s8)0N [ Sy [semnuav epuawg[ LU

f=afctivity Mumber
e=0lctivity Progress
~ellilestone Activities
e=aCompleted Activities
==Band Summary
Activity Print Colors

Marmal

Complete
- Summary
Milestons
Constrained
Critical Path
Impacted Activity
Frozen Activity
Band Summary
Selected Activity
Activity Mo Wark

(#) ¢¢Line w/ Round Ends
() o¢Line w/ Sg Rnd Ends

Mame Color:-

() =Rectangle

Activity Print Li Min Name Length
IviLy ne -

Color: Style: 48.00 pixels

I Muli-Line Name

‘whdth: pix

[t =

Progress Print Line

Color: Style:
Width: pix

B =

Set Same As
Display Settings

Default L

Import
Export

Save Save
Detete Now Save
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You are looking at the "Print” selection, which conftrols what your printed and
plotted images will look like. The “Display” selection controls what your screen
(and projected) images will look like. Your “Print” choices can be “Set” to be
the same as your screen image (“Display”), or can be different. Within the
“Print” section, you are looking at the “Activities” print options.

For purposes of this “clean-up” discussion, look at the *Activity Print Line”
section. In the “Width" section, the up and down arrows allow you to change

thickness of the activity line. In the “Activity Name” section, LC in the “Name
Font” box and the following menu will appear:

Fort: Fort style: Size:
Fial Regular a
F— ~ El ~
Aral Black ftalic g
(} Aral Namow Bold 10
T Australian Sunrise Bold talic 11
H BankGothic Lt BT 12
W BankGothic Md BT 14
B Eatil Regular b 16 w
Effects Sample
[] Strikeout
AaBbyyZ
[] Underdine 3 yez
Script:
Westem w

You may now change from the “Font”, “Font Style”, and “Size” options that
were previously in effect (in this case, the default settings), to your choices.

When you have made your selections, LC on “OK"” and you will be returned to
the previous menu:
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Project-demo 8-23.cdf Properties

Critical Path wihdth: pix

Impacted Activity 8 1l
Frozen Activity
Band Summary

Selected Activity

Activity No Wwark Set Same As
- Display Settings

Import Save Save
Default - Delete Cancel New =
Export - Apply Exit

LC on “Save Apply” and your print images will reflect these selections.
These “clean-up” options are the most frequent means of improving the print
or plot appearance beyond the “Display” selections which were in effect at

the end of your scheduling session.

General | Display Print ]

o Activities To Print Activity Print Style Activity Name

= | [v]o=aictivity Name () v—oLine w/ Square Ends MName Font

= P P
__ | [¥]o=aletivity Number () ¢ Line w/ Round Ends
& s=alctivity Progress () eoLine w/ Sq Rnd Ends

S stwhilestone Activities © =Rectangle name Color [l
= e Betiviti Min Name Length
- [v] ==aCompleted Activities Activity Print Line 4500 Sieals

o ==Band Summary Caolor: Style: -

=

= [ [¥] Multi-Line Name
@ | Activity Print Colors )
1 M | wihdth: pix

orma

[y 4 =

= Complete —|

@

— - Summary Progress Print Line

= Milestone Color: Style:

= Constrained

ur

SELECTING THE PRINT/PLOT SIZE AND SHAPE

You are now ready to create the page(s) on which your schedule will appear.
Go to “New Print Zone” (K1) and LC:

K1

qt:reate a new Print Zone




The hourglass “wait” symbol will appear for a few seconds. When it
disappears, put the cursor where you want the upper left corner of the print
zone to be located. LC, hold down, and drag to the point at which you want
the lower right corner of the print zone to be located. Release.

[ ]

L fi

d | ey i § i [ kan = § e
'[h'i'[i'I'I|H'i'[ll'i'lhl'l'lu'i'[h'l' |Li'I'lli'i'[h'l'l[l'I'[lli'i'[li'l':h'i'[H'i'IL'I'IL'i'[E'i'I[ I'Ii'l'[h'i' L'I'IL'&'[L-'i'Ih'I'IH
[
Sy
oal B . o —— ML L CUMSH RIS I
25;:';.—:“_.= W rEal i PROOLTIIMNG ANC AT VAL
o
. k.
o e
[EEman] e b F W ol ooy e y‘, sdaa
e iy g
s s | Aol
¥ L 3
Nl
SN [Foor e ] i il B Ty Arru rwsam ik
Bl ¥ L
e JSUS I A O = —
TR
W rone] s e e s sk [
.
. -
WESTLAKE CLUBHOUSE ADDITION ===y
DESIGN AND CONSTRUCTION (=55 rTreTon | g

The print zone you have defined is shown in a fence with diagonals and is
named “Print Zone 1". (Because several print zones had been created and
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deleted for the example, the one shown is actually named “Print Zone 7”) This
print zone covers only a portion of the schedule and is approximately suited
(shaped) for printingtoan 8 2 X 11 or 11 x 17 sheet. If the readability requires
a larger sheet size, you can make that selection and plot onto a sheet size that
works better. You have the option of printing onto multiple sheet sizes to fit

multiple user needs.

You can move the print zone, maintaining its dimensions, by LC anywhere in
the print zone, holding, and moving.

IE]I|P]ILI£I[ i[LilLil{lli .'I.'IL'I'IL.'II'.I}'J'IE'J' t'l'lL'l'fl::'::'fE'i'f 'i'lL'l'll-l'-;'lE'

e i .
'fL'rf|i-"rn-'HL'r |F'H|F'Hli'a

f e B = &
Bu v st odeumeaEs o
T

e ——— = R

e
o
b=z I
oE 11GW £ L T —
s Ry ok
— — E=
e o
wr,‘..&ﬁ.,__
p— R
sz flie o [Foor s | .
dw e
s demen ko L e wedass rdr
ATLIEAIRN
B o em s e s (e
— |
wesfoies e POIMRL
— —
— Lroon
charicn s T
=

WESTLAKE CLUBHOUSE ADDITION
DESIGN AND CONSTRUCTICN

Or you can change the shape of the print zone by grabbing any boundary (a
two-directional arrow will appear on the boundary line) and moving in either

of the directions on the arrow.
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Multiple print zones can be created and can exist simultaneously to make
possible overlapping printed sheets that cover the total schedule. You can
also cover the entire schedule with one print zone and print/plot to a page size
large enough to allow readability. With multiple print zones, you should assure
that there is a small area that is unique to each zone and in which that zone
can be selected without conflict with an overlapping zone.

Now do a LC anywhere inside a selected print zone. However, if you click in
an area overlapped by two or more zones, you will be able to select only the
lower numbered one. The following menu will appear:

Print Zone: 5

5 | |PrinZone#005 v

RICOH Afizio 1060 PCL &e v

[PrinterResolution kMedium] w [ Auta Tray Select w

Letter (8.5 = 11" w [|Landzcape W

Create Custom

[aoe ] [ [ 5010 ][ Popmtr ] v
L L J| L L
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The print zone you selected is identified. Your printer/plotter options can be
seen by a LC on the down arrow on the right side of the “Printer” row.

RICOH Aficio 1060 PCL 5e v
HF Phaotosmart 07200 series M
HF DeskJet 255 s

Auto Microsoft Office Document Image Writer on MIKEZ
Auto HP Laser)et BF/AMP PostScript on PATTI

futo HP Laserlet B/AM PostScrpt on PATTI

Auto HP Designdet 750C (E/AD) Colar on CEC

At Acrobat Distiller on MIKEZ

Azrobat Distiller W

You may print or plot directly to a device for which your computer has the
driver, or you may store the material defined by the print zone in a pdf format
such as would be done if you selected “Acrobat Distiller” from the available
options shown.

Depending on the printing/plotting device selected, you will have a variety of
“Page Size"” options from which to choose. You also have the option of
creating a custom-sized page by LC on “Create Custom”, choosing “Width”
and “Height” dimensions and LC on “Accept”. In this area of the menu, you
can also choose between “Landscape” and “Portrait” as the orientation
options for your page.

In “Calendar Locations”, you can choose to automatically display the
calendar at any or all of “At Top”, “At Bottom”, and “On Rows”. *On Rows”
will cause any calendar rows you inserted within the body of the schedule to
be shown on the printed page just as they appear in the screen display.

The “Margins” section allows you to pull back the automatically printed border
around the schedule page to the location dictated by your selection of the
size of the four margins. If you LC “Display”, you will see the margin highlighted
around the print zone.

In the “Print Area” section, you will see the “Width” and “Height” after the
borders have been subtracted from the page size. The “Scale” of each is
useful in judging the extent to which your print zone is proportionate to your
page size. If the page size (after borders are established) and the print zone
were exactly proportionate, the width and height scales would be identical. A
small difference in scales will have little observable impact on the appearance
of the printed page as compared to the screen display. If the scales are
markedly different, you can restore as much proportionality as you wish by
changing the larger scale to, or closer to, the smaller scale. The printed

88



schedule will not fully utilize the page space in the dimension for which the
scale was reduced. A future CASCAD-e feature, currently in development, will
allow you to select print zone proportions, which exactly match selected page
sizes, so that screen display proportions and print proportions are matched and
the printed page is fully utilized.

The "Days” and “Rows” sections of the menu are informational as to the actual
size of the two dimensions of the print zone you are preparing to print. You will
find it useful to print out as a catalogue several samples of different row height
and day width choices, along with alternate font sizes in bold or regular and
alternate activity line sizes.

You may also find that the color, font, precedence line, and activity line
selections that work best for a projected image during schedule generation
are different from those that work best for the printed schedule. By
experimentation, you can arrive at your personal choices and set them up in
the Project Properties section in advance of actual usage.

The “Header” and “Footer” buttons allow you to place information above and
below the borders of your print page.

2 pcmione 1t L)

Header
Left Justified Centered Right Justified

Date: January 22, 2008 ABC Com pany Data Date: January 8|

ERES

LC on “Properties” on the bottom of the Print Zone menu to assure that the
print parameters are what you desire, even though you made “Display” and
“Display= Print” selections along the way during your schedule generation.
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Print Zone Properties [Z”E| rz|

Print Colors Calendar Line Styles (inch umnits) Hide Days o
Holiday Do s Shiny |
) 1 Daily Lines St'leli [] Monday
No Work Day o [] Tuesday !
Hidden \work Day 001 = [] wednesday 3
No \wrk Hatch [] Thursday
i . . (I £ Friday ]
Heriz Stripe Dark il /eekly Lines pofe: Ll :
i o Color: _ Width: S i
ﬂ Horz Stripe Light 'W‘ Ii [] Holidays
b Band Bkgnd Stripe = Calendar '
Print Options M Monthly Lines Style: At Top
"""" NoWork VertHatch | Color:  Width: Er—— Solrs

[[]E="RBand Line Bkgnd - 0.02 % I: [+] At Bottom

F E=Row Stripes

[ ]1E=Row Numbers i Quarterly Lines Style:
B=r0w Band N Color: _ Width: Set Same As
[J&=Row Band Names 003 =~ Display Options
03 3
Row Settings
Height: l:l Units | rearly Lines Style:
— Set
Color:_ Width:

Day Settings

AR e ———
Diefault

PRINTING/PLOTTING

When you are ready to print, LC on “Page Preview”. (“Page Preview” is
currently under modification to remove the disproportionate sizing of
precedence arrowheads, which is effectively blocking much of the preview

display.)

LC on “Print” and your selected print zone will plot/print. If you are “printing” to
Acrobat Distiller, you can save the pdf to any selected file for e-mail
distribution or for downloading to a memory stick and printing through another
computer on a device for which your computer has no driver.
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oukwhNh P

©CoNoUAWDNE

ONouA~AWDNE

TOOL BAR IDENTIFICATION

A-NEW ACTIVITY

| Mew Activity: 5 = Work = Days = ASAP + Default B8+ | Mew Link: £.F5 =
1 2 3 4 5 6

DEFAULT DURATION SETTING WHEN CREATING NEW ACTIVITIES.

DURATION TYPE: CALENDAR SPAN OR WORK SPAN.
DURATION UNITS

CONSTRAINT TYPE

PROPERTY CLASS ASSIGNED TO NEW ACTIVITIES
LINK SETTING

B-ACTIVITY DISPLAY ITEMS

i[a] a2 [=ofago]oe oFe |52 43
1 2 3 4 5 6 7 8 9

SHOW/HIDE ALL NOTES

EDIT SELECTED TASK FONT

DISPLAY THE ACTIVITY NUMBER

DISPLAY ACTIVITY NAMES

DISPLAY ACTIVITY PROGRESS

PERMIT ACTIVITY NAMES TO SPAN MULTIPLE LINES
RESET SELECTED ACTIVITY NAME TO DEFAULT SETTING
DISPLAY ACTIVITIES FOR SELECTED ACTIVITY CLASSES
HIGHLIGHT ALL ACTIVITIESMODIFIED AFTER A
SELECTED DATE

C-CALENDAR SCALE

WS 0% - | D oW M QY
1 2 3 4 5 6 7 8

INCREASE DISPLAY VIEW BY 10%
DECREASE DISPLAY VIEW BY 10%
SELECT DISPLAY VIEW
CALENDAR DAY SCALE
CALENDAR WEEK SCALE
CALENDAR MONTH SCALE
CALENDAR QUARTER SCALE
CALENDAR YEAR SCALE
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CoNoTAWNE

ONouR~RWODN =

©

S N N

D-CALENDAR DISPLAY ITEMS
@ @ @ | £l Ilﬁll nT.'ﬂl sﬂﬁu |I:ﬁ|| I||T||I |]

1 2 3 4 5 6 7 8 9

DO NOT DISPLAY SATURDAYS

DO NOT DISPLAY SUNDAYS

DO NOT DISPLAY HOLIDAYS
DISPLAY NO WORK VERTICAL HATCH
DISPLAY VERTICAL DAY LINES
DISPLAY VERTIVAL WEEK LINES
DISPLAY VERTICAL MONTH LINES
DISPLAY VERTICAL QUARTER LINES
DISPLAY VERTICAL YEARLINES

E-ACTIVITY MOVEMENT
ol o e A A A
2 9

1 3 4 5 6 7 8

TOGGLE “LOCK-IN-PLACE” FOR SELECTED ACTIVITY OR BANDS

DAY LOCK PREVENTSMOVEMENTS TO OTHER DAY S
ROW LOCK PREVENTS MOVEMENTS TO OTHER ROWS
MAINTAIN PREDECESSOR INTEGRITY ON ACTIVITY MOVE
MAINTAIN SUCCESSOR INTEGRITY ON ACTIVITY MOVE
CLEAR IMPACTED ACTIVTIES

CLEARACTIVITY PROGRESS COMPLETED

WHEN AN ACTIVITY ISMOVED, KEEP ACTIVITY DURATION CONSTANT BY CHANGING
ACTIVITY FINISH DATE TO ACCOUNT FOR NON-WORKING DAY S

ALLOW AN ACTIVITY THAT HAS STARTED TO BE MOVED

F-LINK DISPLAY MODE
HERARE =%
1 2 3 4 5

DISPLAY ALL ACTIVITY RELATIONSHIPS

DISPLAY RELATIONSHIPS WITHIN THE SELECTED BAND
DISPLAY RELATIONSHIPS EXITING THE SELECTED BAND
HIGHLIGHT ALL LINKSFOR SELECTED ACTIVITY
HIGHLIGHT ACTIVITIESWITH NO PREDECESSORS
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G-CHART ROWS

=lEEIEE -
1 2 3 4 5
1. ROW BACKGROUND SHADING
2. DISPLAY ROW NUMBERS
3. DISPLAY BAND NAMES ON ROWS
4. TOGGLE DISPLAY OF BAND SUMMARY BACKGROUND COLOR
5. TOGGLE DISPLAY OF BAND SUMMARY BAR
6. ROW HEIGHT
H-FENCE VIEWS
e ==
o = ]
1 2 3 4 5
1. CREATE NEW FENCE/DELETE SELECTED FENCE
2. DISPLAY PREVIOUSVIEW (NOT ACTIVATED)
3. DISPLAY NEXT VIEW (NOT ACTIVATED)
4. DELETE SAVED VIEWS
5. FIT ALL BANDSAND ACTIVITIESINTO VIEW
I-TEXT SETTINGS
I [ M o o
1 2 3 4 5 6 7 8
1. SELECT TEXT STYLE
2. SELECT TEXT COLOR
3. LEFT JUSTIFY
4. CENTER JUSTIFY
5. RIGHT JUSTIFY
6. BOLD TEXT
7. ITALICS
8. UNDERLINE TEXT

J-ACTIVITY SETTINGS
P de |

1

1. QUICK EDIT MODE FOR ACTIVITY NAMES

K-PRINT ZONES
A
1 2

1.CREATE NEW PRINT ZONES
2.HIDE/SHOW PRINT ZONES
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NogokwdpE

oswN e

1.
2.

L-CRITICAL PATH
P S s o B -

1 2 3 4 5 6 7

DISPLAY EARLY START/FINISH

ACCEPT EARLY START/FINISH AS SCHEDULED START/FINISH- (NOT ACTIVATED)
DISPLAY LATE START/FINISH

ACCEPT LATE START/FINISH AS SCHEDULED START/FINISH- (NOT ACTIVATED)
CALCULATE AND DISPLAY CRITICAL ACTIVITIES

CALCULATE AND DISPLAY CRITICAL AND “NEAR CRITICAL"” ACTIVITIES

SELECT THE NUMBER OF DAY S OF TOTAL SLACK DETERMINING WHICH ACTIVTIES ARE
CONSIDERED “NEAR CRITICAL”

M-SNAP MODE
[ - e
1 2 3

PREVENT CALENDAR SPAN ACTIVITIES FROM START OR FINISH ON NON-WORKING
DAYS

FORCR PROJECT ACTIVITY START OR FINISH TO SNAPTO TIME UNIT

ADD FIVE (5) ROWSTO BOTTOM OF CHART

N-BAND VIEWS
|E al = al |001:GENERATOR BUILDING v @
1 2

3 4 5

EXPAND ALL BANDS

COLLAPSE ALL BANDS

SHOWS THE ACTIVE BAND

DISPLAY S DROP DOWN LIST OF BANDS AND SUBBANDS
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