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Creating an Action

An action is work to be done that is too small to be
captured in a project task. Actions can be created on a
project by using the Action related list at the bottom of the

form. Action detail is available on the project status report.

1. Once you have opened the project, scroll to the bottom
of the form to view the related lists. Select the Actions
related list and click the New button.

2. Complete the form fields and Save the form.

The Action can be updated by either clicking on the
Number field and opening the form or by double
clicking on certain fields for inline editing.

Project Tasks (9) ~ Agile Phase (1) ~ SubProjects  Stories(13) Epics(3) Requirements ResourcePlan(3) CostPlans(5) BenefitPlans (1) Project Budget (1)

Baselines (11) ~ StatusReports (2)  Risks(2) Issues(l) Decisions (1) | Actions (1) § Project Change Requests (1) Stakeholders Time Cards (10)  Expense Lines (10)
= mions@ Search Number v | Search 1 tolofl =
? Parent = PRJ0010206

b3 Q, = Number A = Short description = Priority = Assigned to = State
@ ACT0001002 Request additional resources for project 3 - Moderate (empty) Open
mby C State | Op
Priority y | 2-High : Assignedto | Abel Tuter (Architect)
Impact = 2-Medium : Due date 2019-11-22
Short description | Call Vendor and Check on Change Order 8

ription Check on the cost associated with the most recent change order.

Work notes

Q, = Number A = Short description = Priority = Assigned to = State
(@ | Acto001002 [Request additional resourcy v ® 3-Moderate (empty) Open




