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Templates: 

3 Creating, managing and inserting templates. 

Purpose: Create templates from existing projects or start a new project and create a template from it. 

Perspective: “Managing Projects & Tasks” and “Templates” 

There are four possible ways to work with templates: Creating a template from an existing project;  

creating a new template; starting a new project from a template; and, inserting a template. 

 

Creating a template from an existing project: 

Perspective: “Manage Projects & Tasks” 

Choose a project and right click on the green project Gantt bar, select “Create Template”. 

 

 

Here you can give the template a name and 

description.  

You can choose to include assignments (resources 

assigned to the project including account values, 

such as hours). You could choose to just have 

assignments, the people assigned, and not their 

hours (account values) so when you use the 

template you can fill in new hours. Or you can 

choose to have account values and not have to re-

enter hours or other account values for assigned 

resources.  
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You can also choose to include, if they exist within the project: To-dos, Notes, and Embedded 

Documents. You can also define custom Categories to sort your templates into.  

Once you press “Ok” the template is created. 

 

Perspective “Templates”  

 

In the image above, the Preanalysis Template exists in the “Templates” perspective. Here one can 

edit the details, add or remove tasks or make changes such as renaming aspects. If there were 

people assigned to this project, they could be removed here or given hours. The template can be 

inserted into an existing project or created as a template for a new project as outlined in the steps 

below.  

 

Creating a new Template: 

In the Templates Perspective, you can create a new template. Here, you can follow the steps from 

Creating a New Project. The Gantt chart works the same way and you can add a Project, then tasks 

and sub tasks, and move the various elements in time on the Gantt chart and affect their duration.  

 

Starting a new project from a template: 

From the Manage Projects & Tasks perspective, make a new project from form.  
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A dialogue will pop up, click “Use Templates” and select the template you want to use.  

Fill in the details and click “Add and Close”. 

The project will be inserted into the Project Manager Gantt Chart where you can begin to adjust 

tasks, duration, assignments and hours.  
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Inserting a template: 

 

To insert a template into an existing project, right click on the green project Gantt bar in the Gantt 

chart and choose Insert Template. 

 

 

A dialog will pop up with the templates you have available. Select the one you want and choose 

“Insert Template”.  

 

The template will be inserted below the project you selected.  

 

Creating a template from scratch: 

Perspective: “Templates” 

In the Templates Perspective, select the + sign for New Template. 
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On the right side of the Templates perspective, you can create a project and tasks (or just tasks!) that 

make up the content of your new template.  

 

Add tasks and move them in time using the Gantt chart (by dragging and dropping them) to schedule 

when they should happen.  

You can set their duration using days, weeks or months.  Enter 1 day or 1d for one day. Enter 1 week 

or 1w for one week. Enter 1 month or 1m for one month. 

 

You can also indent a task to create a sub task. The main task will be a grey bar in the Gantt chart; 

summarizing information about the tasks below it.  
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Once you have created your new template project, return the Perspective, Manage Projects and 

Tasks and make a new project from form, choosing your template as the base for the project.  
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Your template is now a project in the Project Manager Gantt Chart and you can begin scheduling  

people and assigning hours to it.  

 

  


