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Advanced Tutorials

Advanced Tutorials

These Advanced Tutorials will guide you through some of the more powerful features in
FastTrack Schedule . If you are new to FastTrack Schedule and have not already reviewed
the beginner Tutorials, we would recommend starting with those.

These Tutorials are constructed to be used with the FastTrack Schedule practice Tutorial
files (FastTrack Schedule Tutorial Practice Files 6-11). Those practice files will be available to
download at the beginning of each Tutorial module.

Important:
If you have trouble downloading and accessing the practice files, please call our Tech Support
team for assistance: (703) 450-2318.

Table of Contents:

7> Advanced Tutorials 1: Using the Work Calendar

2> Advanced Tutorials 2; Filtering & Sorting

7> Advanced Tutorials 3: Using Summaries & Calculations
2> Advanced Tutorials 4: Working with Resources

2> Advanced Tutorials 5: Project Portfolios

Using the Tutorials

Using the Tutorials

Tutorials consist of a set of step-by-step instructions and sample schedule files that you can
practice those steps on. At the beginning of each tutorial module you will download the
corresponding practice file. You will then follow the steps in the tutorial in that file.

To begin a tutorial:

1. Open FastTrack Schedule.

2. On the Application tab, in the Help group, select Tutorials. The online Tutorials will open in
a browser window.

3. Choose which tutorial you would like to use from the menu on the left.

To open the practice schedule file to be used while taking the tutorial, click the link at the
beginning of the tutorial module to download the file and then open it.

To go through the tutorial:
Be sure you have both a FastTrack Schedule window (displaying the appropriate practice
schedule) and your browser (displaying the appropriate step-by-step instructions) open at the

Copyright © 2026, AEC Software, Inc. All rights reserved.
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same time. If your monitor allows it, position the windows so you can work on the schedule
while keeping the step-by-step instructions in view.

See also:

Printing the tutorials
Tutorial Contents

Printing the Tutorials

Printing the Tutorials

If you prefer to follow the instructions from a hard copy print out instead of on your screen, you
can print the contents of the tutorials.

To print a tutorial:
1. Open the FastTrack Schedule 2026 Tutorials.pdf file, which was installed in the same
location as the Tutorial practice files.
2. Print the FastTrack Schedule 2026 Tutorials.pdf file.
-or-
1. Open the Tutorials.
This will launch your computer’'s default browser.
2. Use your browser’s Print functionality to print the active page.
This may mean clicking on the right side of the page to awoid printing the Contents frame.
You will have to print each tutorial one page at a time.

Important:

If you cannot locate the tutorial PDF file on your computer, Go to Search and search for
"FastTrack Schedule 2026 Tutorials.pdf." If this produces no results, check with your System
Administrator to make sure the Tutorial PDF file was included when FastTrack Schedule was
installed on your computer.

Note:
The FastTrack Schedule 2026 Tutorials.pdf document is also available in the Downloads section of the

AEC Software Homepage: https://www.aecsoftware.com

See also:

Using the Tutorials
Tutorial Contents

Advanced Tutorial 1: Using the Work Calendar

Using the Work Calendar - Intro
Advanced Tutorial 1 - Using the Work Calendar

Copyright © 2026, AEC Software, Inc. All rights reserved.
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4.2

This tutorial shows you how to use Work Calendars to define typical and non-typical, or
exceptional, work days for the project as a whole and for a resource. You will also learn how
to handle contradictions between the project and task work calendars, to display the work
schedule in the timeline graph, calculate durations in work units, and to drag activity bars
according to the work schedule.

Click the link below to download the practice schedule file to be used while taking this tutorial:

Download The "FastTrack Schedule Tutorial Practice File 1.fts" and Open .

Important:

If you have trouble downloading and accessing the practice file, please call our Tech Support
team for assistance: (703) 450-2318.

Defining a Work Calendar
Defining a Work Calendar

In FastTrack Schedule there are three types of work calendars: project, activity, and resource. You
assign just one calendar to the overall project, but any activity can be assigned a separate calendar and
every resource can hawe its own work calendar. Each of these calendars is edited in the Work Calendar
dialog and each of these calendars is completely customizable.

Work calendars allow you to define typical work days and exceptional days for the project, each
resource, and any activity.

Work Calendars help you accurately track the amount of time awvailable for work on tasks. Once Work
Calendars have been defined, you can utilize them in several ways:

- To display the work schedule in the Schedule View timeline by hiding and/or shading non-work times.
- To help you schedule tasks during work times only.

- To calculate durations in work units.

There are four key elements of the Work Calendar: Base Work Days, the [selected] Calendar, Typical
Days, and Specific Days.

This element: Does this:

Base Work Day Determines how durations of work
days are calculated. This is only
used in calculations. You set this
number in the Project tab of the
Document Options dialog.

[Selected] Calendar Determines the calendar you
assign to a project, activity or
resource and from which you may
build a custom calendar. Choose
from: Standard - 8 hour work days
Monday -Friday, 24 Hours - 24

Copyright © 2026, AEC Software, Inc. All rights reserved.
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hour work days seven days a
week, Night Shift - a 40 hour work
week from 11 PM - 8 AM, and any
custom calendars you have
created.

Typical Week Day Allows you to set up a work
schedule in which each day of the
week might have different hours, for
instance, a Monday might differ
from other days.

Exceptions Defines the specific days of the
year that deviate from the base
work day or typical days. Each
specific day can hawe its own set
of hours or no hours. For example,
you might want to define holidays
as specific days. Specific days are
listed in the Exceptions table and
can be given a descriptive name.

If you choose to calculate durations in 24-Hour Calendar units, the work calendar is no longer
being used in the schedule.

In these steps, you will create a new work calendar, define February 16th, 2027 as a non-
work day, and set this new calendar as the Project Work Calendar.

Steps:
1. On the Project tab, in the Details group, click Work Calendars.
The Work Calendars dialog opens.
2. Click the New button.
3. In the New Work Calendar dialog, be sure Standard (Project Calendar) is selected in the Copy
Calendar option, and enter "Product Titan Launch".

4. Click OK to close the New Work Calendar dialog.
5. In the Define Specific Days area, select February as the month and 2027 as the year.
6. Select day 16 (February 16th) in the calendar.
7. Click the Clear Day button.
The Work Shift Details table will now contain no start time or finish time.
8. In the Description field of the Exceptions table, enter "Company Holiday" beside the date 6/23/22.

Copyright © 2026, AEC Software, Inc. All rights reserved.
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Calendar. | Product Titan Launch “ Mew... Delete
Base Calendar: Copy Calendar Paste Calendar
Exceptions:
Define Specific Days February  ~ | 2027 5
Date Description
Sun Meon  [Tues  |wed  [Thur  [Fri | Sat 02/16/2027 Company Holiday
EY] 0 0z 02 ] 05 08
o7 08 ] 10 1 1z 13
14 l15 15 17 18 1@ [z0 Create Delete
0.00

=] 2 = e = 26 = Work Shift Details:

Start Finish Tatal
28 D1 oz it o b5 3]
o7 ] 0o 10 11 12 13
Define Default Work Days
Tun Man Tues Wed Thur Fri Tzt Create Delete

0.00 .00 .00 B8.00 2.00 2.00 0.00

Use default work day shifts on base calendar

Legend
Default Basze Calendar Exception Copy Day Paste Day
Mon Working Resource Exception Clear Day

ﬂ QK Cancel

9. Click OK to apply your changes and close the Work Calendars dialog.
10. On the Project tab, in the Details group, click Project Information.
The Project Information dialog opens.
11. From the Calendar drop-down list select Product Titan Launch.
12. Click OK to close the Project Information dialog and save your changes.

Copyright © 2026, AEC Software, Inc. All rights reserved.
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. a February 2027 March 2027
i dt Activity Name (gay;" Start Date Finish Date ¢y |[SM TWTFSSMTWTFSSMTWTFSSMTWTF
T 6 9 1011213141516 17 1619 20 21 22 2324 252627 26 1 2 3 4 5
1 v, Planning 4.00 2/8/2027 2M2/2027  100%
2 Bra\nstorrning 2.00 2182027 2972027 100% 100%
3 Research 2.00 210/2027 2M172027  100% 100%
4 Budget 0.00 201212027 21272027 | 100% ol
5 ¥. Development 8.00 2115/2027 2124/2027  100%
6 Design 200 21512027 216/2027 = 100%
7 Prototype 3.00 271772027 211972027 | 100%
8 Review 3.00 202202027 21242027 100%
9 v, Testing 5.00 2i25/2027  3/4/2027 0% —
10 Preliminary 200  2/2512027 2/26/2027 = 0% .
11 Customer 3.00 3MF2027 3312027 0% )
12 Final Review 0.00 37412027 37412027 0% 1

Note that February 16th is now shaded as a non-work day in the timeline (along with your
weekends). Our Design task overlaps the non-work day, but no work occurs that day. There
is a day of work on either side of the non-work day.

Clicking a day in the calendar or Typical Week Day area displays the work hours defined for
that day in the Work Shift Details table. Here you cleared all of the work hours to make
2/16/2027 a non-work day. You could, however, define new work hours by entering up to eight shifts, or
"periods," of work time. Each period must be a continuous period of time.

In addition to defining the work schedule of specific days (as above), you can also define the
work schedule for typical days of the week. This allows you to define a different work
schedule for each day of the week.

4.3  Displaying the Project Work Calendar
Displaying the Project Work Calendar

The appearance of the Project Work Calendar in the timeline graph is defined in the Display tab of the
Format Schedule View dialog.

By default, timeline graph shades all days that have no work defined in the project work
calendar. In addition to the typical Sundays and Saturdays, the specific day that you changed,
February 16th, 2027, is also shaded.

We will now change the setting from shading continuous non-work days to hiding them.

Steps:
1. In the Format group, click Format View
The Format Schedule View dialog opens in the Display tab.
2. In the Timeline area, select the Hide Continuous Non-Working Days box.
3. Click OK to apply your changes and close the Format Schedule View dialog.

Copyright © 2026, AEC Software, Inc. All rights reserved.
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4.4

" February 2027
o4 Activity Name D(E?;;” Start Date FimshDaleComo’:;Iete SMTWTFSSMTWTFSSMTWTFSSMTWTFSS
7T 8 9 1011213141516 17 181920 21222324252627 28 1 2 3 4 5 6 7

1 ¥. Planning 400  208/2027 21202027 100%
2 Brainstorming 200 2082027 20912027  100% 100%
3 Research 200  210/2027 2112027  100% 100
4 Budget 000  2M2/2027 21272027 100% o
5 ¥. Development 8.00  215/2027 2/24/2027 100%
] Design 200  215/2027 2/16/2027 100%
7 Prototype 3.00  217/2027 201972027  100%
8 Review 300 202212027 2/24/2027  100%
9 ¥. Testing 500 2252027 342027 0%
10 Preliminary 200  2/25/2027 2/26/2027 0
1 Customer 300 312027 3312027 0%
12 Final Review 0.00  314/2027 31412027 0 A

The timeline graph now hides all typical non-work days that are continuous. The weekend
days are now hidden in this file.

All other specific non-work days, including February 16th, 2027, are shaded and showing
when you select this option. Those non-continuous non-work days will not be hidden. If every
Friday was deemed a non-work day in our Product Titan Launch work calendar, for example,
then all Fridays would be hidden also because they are continuous with the weekends.

Creating a Task Specific Work Calendar
Creating a Task Specific Work Calendar

Any activity in your schedule can be assigned its own task work calendar that will operate
independently, superseding the overall project work calendar.

You will now create a new work calendar for the activity "Prototype". Currently this activity has
a Start Date and Time of 2/17/2027 at 8:00 AM and a Finish Date and Time of 2/19/2027 at
5:00 PM.

Steps:

1. In Row 7, double-click the bar for the activity Prototype.

2. In the Calendar area of the Prototype Information Form, click the New button.
3. In the Calendar Name option, enter Titan Prototype.

4. From the Copy Calendar drop-down list, choose 24 Hours.

Copyright © 2026, AEC Software, Inc. All rights reserved.
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Row D 7 - Task Information: Prototype

Row Bars
BarlD 5 [ ]Hidden Bar Style: Bar Style 2
A
Duration: 300 = [+] Fixed Duration
Tracking  Columns  Linkg
5 e Duration
Scheduled |:DL Calendar Mame: | Titan Prototype | i |:3.UD .
Actual Copy Calendar: | 24 Hours ~| [E 0.00
02 1 3.00 3
g 0K Cancel (Days)
Constraints Calendar
Type: Start On Or After e MNone w
.
Constraint Date: 021772027 |- m :
Constraint Time: 8:00 AM |- DIgnnreResnurceCalendars
@ I4 4 > 4 Close

5. Click OK to close the New Calendar dialog.

Note the new Finish Date and Time. The task now begins on 2/17 at 8:00 AM and ends on
2/18 at 8:00 AM because work on this task can now occur 24 hours a day. With our overall
work calendar, work can only occur for 8 hours each day. With a duration of 3, that would take

3 days, 8 hours a day. Now this task calendar allows the task to be completed in 24 hours, or
3 "shifts".

Copyright © 2026, AEC Software, Inc. All rights reserved.
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Row ID 7 - Task Information: Prototype

Row Bars
BarID 3 []Hidden Bar Style: Bar Style 2
A
Duration: 3.00 = [ Fixed Duration
Tracking  Columns Links  Assignments
Start Date Start Time Finish Date Finish Time Duration
Scheduled | 02/17/2027 -] | &o0am|[] | o2ns027]-l [ sooam|] | 3.00 5
Actual | | - | | - | | - | | : | 0.00 =
02/17/2027 8:00 AM 02/18/2027 8:00 AM 300 =
% Complete 0.00% = Priority | | (Days)
Constraints Calendar
BPE Start On Or After ~ Titan Prototype w
M Edit...
Constraint Date: 02/17/2027 || = W !
Constraint Time: 2:00 AM || - Ignore Resource Calendars
ﬂ 4 4 > d Close

6. Click Close to close the Information Form.
Note that Prototype now has a calendar icon in its Information action column denoting its
use of a work calendar different than the overall Project work calendar.

) February 2027 March 2027
o4 Activity Name D(Br:;l:]n StariDate FinishDatelM TW T FM TWT FM TWT FMTWTFMTWTFMTWTF
8 9 10 11121516 17 18 192223242526 1 2 3 4 5 & 9 10 11 12 15 16 17 18 19
1 ¥, Planning 400 282027 2122027 | ey
2 Brainstorming 200 282027 2082027 (L
3 Research 2.00 21002027 21172027 p—
4 Budget 0.00 211202027 2/12/2027 °
5 ¥, Development 7.00 211502027 2/24/2027 e —
6 Design 200 21502027 211712027
7 Prototype 3.00 2712027 21812027
8 Review 3.00 212212027 212412027
9 ¥, Testing 500  2/25/2027 3/4/2027 [——
10 Preliminary 200 202502027 2/26/2027
1 Customer 3.00 312027 | 3032027
12 Final Review 0.00 3412027 | 31472027 i

You can see that the Prototype bar is smaller now and that, though the activity still has a
duration of "3.00," it now has a Start Date and Time of 2/17/27 at 8:00 AM and a Finish Date
and Time of 2/18/27 at 8:00 AM. Because a work day is still defined in 8 hour increments, the
duration calculated in days equaling 3 means that that duration represents 3 sets of 8 hours

Copyright © 2026, AEC Software, Inc. All rights reserved.
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4.5

5.1

5.2

or 24 total hours. Now that Prototype has a 24 hour calendar, its duration still displays in
regards to the defined work days, but now all 24 hours can fit into one 24 hour time period -
thus the new finish time. The bar will cover the entire day of the 17th, and end at the beginning
of the 18th.

Finishing Advanced Tutorial 1
Finishing Advanced Tutorial 1

You are done with Advanced Tutorial 1. You now know the basics of defining and using the work
calendar.

To close the Advanced Tutorial 1 file, from the File menu, select Close.
Click No to close the schedule without saving your changes.

To start the next tutorial:

1. Go to Advanced Tutorial 2: Filtering and Sorting.
_Or_
Return to the Tutorial Contents.

Advanced Tutorial 2: Filtering & Sorting

Filtering and Sorting - Intro
Advanced Tutorial 2 - Filtering and Sorting

This tutorial shows you how to use filters and sorts to hide and rearrange rows according to
the data they contain.

Click the link below to download the practice schedule file to be used while taking this tutorial:

Download The "FastTrack Schedule Advanced Tutorial Practice File 2.fts" and Open It.

Important:
If you have trouble downloading and accessing the practice file, please call our Tech Support
team for assistance: (703) 450-2318.

Applying a Filter
Applying a Filter

Copyright © 2026, AEC Software, Inc. All rights reserved.



16

FastTrack Schedule 2026 Advanced Tutorials Manual

Filtering tasks allows you to hide and select rows based on criteria that you define. It is a way
of searching rows for information. Filters can search your data for specific text, numerical
values, or time periods.

For each schedule, you can define a list of filters that search for data in the schedule's tasks.
Filters are stored in the Filters dialog. A large number of preset filters are available to you. You
can also define your own filters.

Steps:
1. On the Project tab, in the Sort & Filter group, click Filters, and choose 100% Complete
from the drop-down list.

Copyright © 2026, AEC Software, Inc. All rights reserved.
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224
Restore
All

. Y Define...

s 47 Restore All
Current Day
Current Week
Current Maonth
Mext Day

Mext Week

7 Day Lock Ahead

14 Day Lock Ahead
30 Day Lock Ahead
90 Day Lock Ahead

Critical ltermns

Tasks With Mo Work Assigned
0 - 99% Complete

] Should Be 100% Complete
Activities Mot As Soon As Possible

Status Mot Started - Behind Schedule
Status Mot Started - On Schedule
Status Started - Behind Schedule
Status On Schedule

Resource 1
Resource 2
Resource 3
Resource 4

Resource 5
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i February 2027
O 4 Activity Name [}EF:;;H Start Date Finish Date Con';%ﬁlete SMTWTFSSMTWTFSSMTWT
7T & 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25

1 ¥, Planning 4.00 2812027 212/2027 100%

2 Brainstorming 200 | 2/8/2027 20972027  100% 100%

3 Research 2.00 21002027 21112027 100% 100%

a Budget 0.00  2M2/2027 2M12/2027  100% ol

5 ¥, Development 8.00 2152027 2/24/2027  100%

6 Design 200 2(15/2027 2(16/2027  100%

7 Prototype 3.00  2M7/2027 2M19/2027  100%

8 Review 3.00 2122(2027 212412027  100%
The filter has hidden all tasks that do not fulfill the criteria of being 100% Complete, in this
case that is all of the tasks in the Testing phase. Those items are not deleted, they are just
temporarily hidden.
By default, filters look at the information in the tasks that are currently visible and those that
are hidden. If you wish to create a filter that looks for information that is visible only, deselect
the "Expand All Prior to Filtering" and the "Restore All Prior to Filtering" options in the Options
tab of the Define Filter dialog.

5.3  Defining a Filter

Defining a Filter

Filters are defined in the Define Filter dialog. You can think of the filter's criteria as questions the filter
asks of each activity. Each question has three parts:

- a column in which to search
- a way of comparing the column data to values
- a value to look for

For this filter, you will define criteria that ask the question, "Which tasks hawve in the Resources
Assigned column, a value equal to 'Smith'?"

Steps:
1. On the Project tab, in the Sort & Filter group, click Filters, and choose Define from the
drop-down list.
The Filters dialog opens.
2. Click New.
The Define Filter dialog opens.
3. Enter "Smith’s Projects"” in the Filter Name box.
4. In the Apply area, select the Column/Value Criteria option.
Leave all other options alone.

Copyright © 2026, AEC Software, Inc. All rights reserved.
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Define Filter

Filter Name: | Smith's Prajects

Options  Column/Value Criteria  Date/Time Criteria

Apply: Matching Rows Display
(® Column/Value Criteria Bar Options:
(O Date/Time Criteria (O Al Bars in the Row
() Colurnn/Value Criteria AND Date/Time Criteria (®) Matching Bars Only

() Column/Value Criteria OR Date/Time Criteria Row Options:

(Z) Matching Rows Only

Expand All Prior to Filtering
Restore All Prior to Filtering
[] Apply All Bars Range After Filtering

[]Highlight Matching Rows

—

Filter & Row When:

(®) Any Bar in that Row Matches
() First Bar in that Row Matches
() All Bars in that Row Match

(2]

(®) Matching Rows AND:
Parents And Children

Cancel

6. Click the Column/Value Criteria tab.

7. To define the column in which to search, in the table, click Select Column in the first

Column cell.

8. When the drop-down list that appears, type an "r" to scroll to Resources Assigned, then

click to select it.
9. Click the first Test cell to select it.

10. From the drop-down list that appears, select the equal sign (=).
11. Click the first Value cell to select it.

12. Select Smith from the drop-down list to enter the value against which all tasks will be

compared.

If a Value List had not been created for this column a value would have to be typed in manually.

Copyright © 2026, AEC Software, Inc. All rights reserved.
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Define Filter 7 *

Filter Mame: | Smith's Projects |

Options Column/Value Criteria | Date/Time Criieria|

. Column Test Value . And/Or Insert Line
Resources Acsgned = EqualTo)
Select Column

Opticns

Insert Function/Colurmn inte Value: w |

(7] ok || Conce

13. Click OK to create the filter and close the Define
14. In the Filters dialog, click the Select optior
the dialog to highlight the tasks that matc

il right © 2026, AEC Software, Inc. Allrights reserved.
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Filters ? *

Filters Menu  Break ™

Smith's Projects Mew...

Previous Hour Edit...

Previous Day

Duplicate...
Previous Week

Previcus Month Delete...
Previous Quarter
Previous Year
Current Hour
Current Day

Current Week

dRIOOOOOOUE
10 (] [w] [w] (o] [om] o] [m] [ ]

Matching Rows
) Show
(®) Select

g oK Close

15. Click OK to apply the filter and close the Filters dialog.

— - February 2027 March 2027
o4 Activity Name (Bayso)n Start Date Finish Date Complete SMTWTFSSEMTWTFSSMTWTFS S SMTWTF
78 910111213 14151617 13 1920 21222324 25262723 1 2 3 4 5
1 ¥ Planning 400 2082027 2112/2027  100% e
2 Brainstorming 2.00 282027 21972027 | 100% g
3 Research 2.00 202027 21172027 100% 100%
1 Budget 000 2(212027 2122027 100%
5 v, Deve|0pment 8.00 2M15/2027 2242027  100% r .
6 Design 2.00 2152027 2M16/2027  100%
7 Prototype 300 | 2M7/2027 211912027 | 100% |
8 Review 3.00 2/22/2027 2/24/2027  100%
9 ¥, Testing 5.00 20252027 3/42027 0% ——
10 Preliminary 200 | 202572027 2/26/2027 0%
11 Customer 3.00 3M/2027 3312027 0%
12 Final Review 0.00 3472027 31472027 0% 1

Instead of hiding rows that do not match the filter criteria, this "Select" filter will highlight all of
the rows that match the criteria. This will continue to show all data, but highlight the relevant
data in context. If we left it as the default "Show", the filter would have functioned just like the
100% Complete filter we ran before, hiding all tasks not assigned to Smith.

Because the Restore All Prior to Filtering option is selected by default in the Define Filter
dialog, all rows are restored from the last filter (100% Complete Filter) before the new filter is
applied.
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54

55

Restoring Filtered Tasks

Restoring Filtered Tasks

When you are done hiding or highlighting rows and wish to see all of the tasks again, you restore the
schedule.

There are 2 ways to Restore All: you can click the red Restore All button in the bottom right of
your window or you can go to the Filters control and choose Restore All.

Restore your schedule now.

. February 2027
o4 Activity Name %r:;':)” Start Date FimEhDeﬂeComo}:;Iete SMTWTFSSMTWTFSSMTWTFSSMTWTFSS
7 8 910111213 141516 17 18 1920 21 2223 2425262728 1 2 3 4 5 6 7

1 ¥. Planning 400 282027 2027 100%
2 Brainstorming 2.00 218/2027 21972027  100% 100%
3 Research 200 2102027 211172027 100% 100%
4 Budget 0.00  212/2027 21272027  100% ol
5 ¥. Development 2.00  215/2027 2124/2027 100%
6 Design 200 215/2027 2/16/2027  100%
7 Prototype 3.00 21712027 21972027 100%
8 Review 300 22202027 20242027 100%
9 ¥. Testing 500 20252027 3142027 0%
10 Preliminary 200  2/25/2027 2/26/2027 0%
1 Customer 300 372027 3312027 0%
12 Final Review 0.00 3472027 3142027 0% A

Restore does not undo changes you have made to tasks while the filter was applied. It only
shows hidden tasks or un-highlights tasks and returns them to the Master Sort Order.

You should be aware that changes you make to the order of tasks are not restored. Changes
that could affect the order of tasks include: moving, deleting, inserting, cutting, and pasting
rows.

Applying a Sort
Applying a Sort

Whereas filtering hides or highlights rows, sorting rearranges the row order based on
information in an activity’s columns. Like filtering, sorting is done on visible tasks and can be
temporary.

Steps:
1. From the Schedule menu, select Sorts, and choose By Duration from the drop-down list.

This sorts the rows by the values in their Duration column - lowest to highest, separated by outline
level.
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_ February 2027
04 Activity Name D(Br:;';" Start Date FiniShDatecum‘}gletESMTWTFSSMTWTFSSMTWTFSSMTWTFSS
T 8 910111213 14151617 181920212223 2425262728 1 2 3 4 5 6 7

1 ¥. Planning 400 282027 21202027 100%
4 Budget 0.00 21272027 21272027 100% ol
2 Brainstorming 2.00 20812027 2972027 100% 100%
3 Research 200 21002027 201172027 100% 100%
9 ¥. Testing 5.00 20252027 342027 0%
12 Final Review 0.00  3/4/2027  3/42027 = 0% i
10 Preliminary 200 20252027 20262027 0%
1 Customer 3.00 3172027 3/32027 | 0%
5 ¥, Development 8.00  215/2027 212412027  100%
6 Design 200 2152027 2162027 100%
7 Prototype 300 2ATI2027 21192027 100%
8 Review 300 2222027 202472027 100%

All of the tasks are sorted within their outline level. If you want sorts that sort regardless of
outline level or phase you can define that when you edit or create a sort. The sort we will
create in the next module will sort across all outline levels.

5.6  Defining a Sort
Defining a Sort

Sorts are defined in the Define Sort dialog. These steps create a sort that arranges tasks in order by
their % Complete and Start Date.

Steps:
1. On the Project tab, in the Sort & Filter group, click Sorts, and choose Define from the drop-
down list.
The Sorts dialog opens.
2. Click New.
The Define Sort dialog opens.
3. In the Sort Name box, enter "By Duration and Start Date".
4. In the Columns table, select Duration.
5. Click the Show button.
6. To sort the Duration value in descending order, click the stair-step icon next to the name in
the Sort Order table to change it from Ascending to Descending order.
7. In the Columns table, scroll towards the bottom of the table and select Start Date.
8. Click the Show button.
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Define Sort

Sort Mame:

By % Complete and Start Date

Set Sort Order

Columns

Resource Cost
Resources Assigned

Start Date 2
Start Date 3
Start Date 4
Start Date 5
Start Date 6
Start Date 7
Start Date 2
Start Date &
Start Date 10
Start Float
Start Time

Scheduler Ignores Assignments

Start Date 1

Show

Hide

Hide All

Applying this Sort Mowves Rows

(®) Allow Rows to Move Anywhere
() Only Within Outline Levels
Lock Outline Levels Through Level: 0=

Sort Crder

% Complete
Start Date

OK

Cancel

9. Click OK to create the sort and close the Define Sort dialog.
10. Click OK to apply the sort and close the Sorts dialog.

Duration

0‘;

Activity Name

(Days)
1 ¥. Planning 4.00
2 Brainstorming 200
3 Research 2.00
4 Budget 0.00
5 ¥. Development 2.00
6 Design 200
7 Prototype 3.00
8 Review 3.00
9 ¥. Testing 5.00
10 Preliminary 200
1 Customer 3.00
12 Final Review 0.00

Start Date Finish Date

21812027
2182027
21002027
21212027
2/15/2027
21512027
21712027
2/2212027
2/25/2027
2/25/2027  2/26/2027
3102027 3732027
3412027 3/4/2027

211212027
21912027
211112027
21212027
212412027
211612027
211972027
2/2412027
31412027

%
Complete

100%
100%
100%
100%
100%
100%
100%
100%
0%
0%
0%
0%

February 2027
SMTWTFSSMTWTFSSMTWTFSSMTWTFSS
T & 9 1011213141516 17 18 192021 222324 25262728 1 2 3 4 5 6 7

100%

The schedule's tasks are moved up and down into the new sort order. First they are arranged
in descending order by % Complete value and then the tasks with the same % Complete
values are arranged in ascending order by Start Date.
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5.7

5.8

The Sorts dialog also contains an option called Define as Master Sort that defines the
selected sort as the Master Sort order. Once a sort order becomes the Master Order of
tasks, you cannot return to the original order. When you restore tasks, they will restore to the
current Master Sort order. Do not choose that now.

Restoring Sorted Tasks
Restoring Sorted Tasks

Like filtering, sorting is temporary if you return to the Master Sort order by restoring the schedule.

Just like with filters, there are 2 ways to Restore All: you can click the red Restore All button in
the bottom right of your window or you can go to the Filters control and choose Restore All.

Restore your schedule now. Because the sort we created was the same as our original
schedule, nothing will change.

" February 2027
o4 Aclivity Name D(E?;;n Start Date Fin\EhDalBCOm‘}:‘eteSMTWT FSSMTWTFSSMTWTFSSMTWTFSS
7 8 9 1011213141516 17 13 19 2021222324 25262725 1 2 3 4 5 6 7

1 ¥. Planning 400 282027 2122027 100%
2 Brainstorming 200  2/8/2027  2/9/2027  100% 100%
3 Research 200 2102027 211172027 100% 100
4 Budget 0.00 21202027 21202027  100% o
5 ¥. Development 8.00  2/15/2027 212412027  100%
6 Design 200 201502027 20162027  100%
7 Prototype 3.00 21702027 2192027  100%
8 Review 300 202202027 202412027 100%
9 ¥. Testing 500 2252027 31412027 0% —
10 Preliminary 200 20252027 20262027 0%
1 Customer 300 3M/2027 3732027 0%
12 Final Review 0.00  3/4i2027 3/42027 0% A

Restoration returns the schedule to its Master Sort Order. Remember; restoring does not
undo changes you have made to tasks while it was sorted. It shows hidden tasks and returns
them to the Master Sort Order.

Finishing Advanced Tutorial 2
Finishing Advanced Tutorial 2

You are done with Advanced Tutorial 2. You now know the basics of filtering and sorting.
To close the Advanced Tutorial File 2:

1. To close the Advanced Tutorial File 2, from the Application menu, select Close.

2. Click No to close the schedule without saving your changes.

To start the next tutorial:
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6.2

1. Go to Advanced Tutorial 3: Using Summaries and Calculations.
_Or_
Return to the Tutorial Contents.

Advanced Tutorial 3: Using Summaries & Calculations

Using Summaries and Calculations - Intro
Advanced Tutorial 3 - Using Summaries and Calculations

This tutorial shows you how to use column summaries, summary graphs, and calculation
columns.

Click the link below to download the practice schedule file to be used while taking this tutorial:

Download The "FastTrack Schedule Advanced Tutorial Practice File 3.fts" and Open It.

Important:
If you have trouble downloading and accessing the practice file, please call our Tech Support
team for assistance: (703) 450-2318.

Adding a Column Summary

Adding a Column Summary

Column summaries display the total, average, standard deviation, minimum, and maximum of
values currently visible in a column.

Steps:

1. Double-click the column heading of the Duration column.
The Format Column dialog opens.

2. Click the Summaries tab.

3. Select the Total option.
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Format Column (Duration) ? x
Options Valuelist Display Font Summaries
Column Summaries Surnrmary Bar Walues
[ Count ] Minimum [ 'Mone
[ Tatal [ Maximum 1 Count
[]Average [[]standard Deviation i Total
Label Display (' Minimurn
(O) Do Mot Show Label ) Maximurm
(Uses Column Justification) O Average
® Show Label () Standard Deviation
(Ignores Column Justification)
(O Short Label
(O Medium Label
(®) Long Label
Example:
Total: 10.00
2] [ ok || cancel |
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O 4, Activity Name
1 ¥. Planning
2 Brainstorm
3 Research
4 Budget
5 ¥, Development
6 Design
7 Prototype
8 Review
g ¥. Testing
10 Preliminary
1 Customer
12 Final Review
6.3

Tatal:

%’g:;" Start Date
7.00 6/16/22
3.00 6/16/22
3.00 6117122
3.00 6122122
8.00 6/23/22
2.00 6123122
4.00 6124122
3.00 6/30/22
6.00 714122
2.00 714122
3.00 71622
0.00 71122

23.00

This displays the total of all values visible below the Duration column. In this column it totals
all of the Duration Days for all of the tasks. Please notice that it does not include the
Summary Row values because those are simply summaries of their subordinate rows.

In order to view column summaries, the Column Summaries & Timescale (Bottom) option
must be selected in the Columns tab of the Define Layout dialog.

Defining a Calculation Column

Defining a Calculation Column

You can add columns to your schedule that derive their values from other columns. These
are called calculation columns. Instead of manually entering values for a calculation column,
you set up a statement that tells FastTrack Schedule to use operations and functions to

calculate the value.
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Steps:
1. Click the column heading of the Rate Per Day column to select the column.
2. On the Insert tab, in the Rows & Columns group click Column.
The Insert Column dialog opens.
3. From the Show drop-down list, select Calculation.
4. In the Column Display Name table, select Calculation 1.

Show: | Calculation w

Column Display Mame A

Calculation 1
Calculation 2
Calculation 3
Calculation 4
Calculation 3
Calculation 6
Calculation 7
Calculation &
Calculation 9
Calculation 10
Calculation 11
Calculation 12
Calculation 13
Calculation 14
Calculation 13
Calculation 16
Calculation 17
Calculation 18
Calculation 19
Calculation 20 i

ﬂ QK Cancel

5. Click OK to insert the column.
The Format Calculation dialog opens.

Keep the Format Calculation dialog open for the next section.

29
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6.4

Setting Up a Calculation
Setting Up a Calculation

A calculation contains an expression that FastTrack Schedule evaluates to derive a value for
each activity bar. An expression can contain:

- column names - though they must be defined as part of the bar, not row

- operators - like +, -, *, /

- functions - like Ave() for finding the average; or If() for testing for conditions
- values - like the number 20 or text strings like "Bob"

Here, you will define a simple calculation that multiplies the Duration of an activity bar by its
Rate per Day. This will represent the cost of the activity bar.

Steps:
1. In the Format Calculation dialog, select Duration from the Columns table and double-click it
to enter it in the calculation.

2. In the Operators table, double-click the "*" button to insert the multiplication operator.
3. Use the scroll bar of the Columns table to scroll to Rate per Day.

4. Double-click Rate per Day to insert it into the calculation.
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Format Calculation 7 ot
Enter the formula for your calculation here:
[Duration] * [Rate Per Da}r]|
This Calculation Returns: Undefined Functions: All Functions “
Columns || Operators ™ Functions )
Mumber 30 + Abs(Mumber)
Chvertime Cost - FAove(frgl, Argd, ...
Chvertime Work: * AwveDevifrgl, Arg2, ..)
Predecessors / Cos(Murmber)
Pricrity CustomDatelinel Datel)
Rate Per Day LD ¥ | | CustomDatelinel1 Time() e
Rate Per Day] is of sMumb
Check Calculation [Rate Per Day] is of type:Number
Function Reference
9 0K Cancel

5. Click OK to save the calculation and close the Format Calculation dialog and the Insert
Column dialog.

[N - Y R TRV

1
12

o4 Activity Name (Days)
¥, Planning 7.00
Brainstorm 3.00
Research 3.00
Budget 3.00
¥, Development 8.00
Design 2.00
Prototype 4.00
Review 3.00
¥, Testing 6.00
Preliminary 2.00
Customer 3.00
Final Review 0.00

Duration

‘Start Date

6M16/22
616/22
617122
6/22/22
/23122
6123122
6124122
6/30/22
Ti4122
Ti4122
7/6/22
722

Finish Date

624122
6120122
621122
624122
714722
624122
6120122
a2
722
715122
Trar2
THA22

Rate Per Day

$250.00
$100.00
§75.00
$75.00
$285.00
$125.00
$80.00
$80.00
$175.00
$75.00
$100.00

Calculation|
1

30000
22500
22500

25000
32000
24000

15000
30000
0.00

June 2022 July 2022
WTFSSMTWTFSSMTWTFSSMTWTFSSMTWTF
151617 18 1920 2122 2324252627 282930 1 2 3 4 5 6 7 8 § 10 i1 4213 14 15

1

-———
_—

6. Double-click the Calculation 1 column heading to open the Format Column dialog in the
Options tab.
7. In the Customized Column Name box enter Activity Costs.
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Format Column (Calculation 1)

Options Display Font  Summaries

Customized Column Mame:

[ Activity Cost

| | UseDefault

Default Column Mame:

| Calculation 1

Column Type Specific Options

[ Stored per har

[«] Show in Information Form

| Défine Caleulation...

F~1

8. Click the Display tab.
9. Enter 80 in the Column Width bo
10. In the Number Display section

’#_..____
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6.5

Format Column (Calculation 1]

Options Display Font  Summaries

Column Width: ag =

Murmber Display
[] Thousands Separators
D(Negative}
[ Megative in Red
s
(1%

Decirnal Places: 2 =

Example: 5-123,436,789.12

(2]

Ok

Cancel

11. Click OK to apply your changes and close the Format Column dialog.

The values which appear in the Cost column display the result of the calculation you just
defined: Duration * Rate per Day. For instance, the Brainstorm activity bar costs $200 which

is the Duration (2 days) times the Rate ($100 per day).

Defining a Summary Graph Row

Defining a Summary Graph Row

Summary graphs are similar to column summaries-they display the total, average, standard deviation,
minimum, and maximum of values. Instead of summarizing values in a column, however, they summarize
values in the time periods of the timeline graph. They appear directly beneath the timeline graph.

To define a summary graph row, you must tell it the unit of time to summarize, what data to summarize,

and what summary operation to perform.

Steps:
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—_—

. On the Insert tab, in the Timeline Elements group, click Summary Graph.
The Format Summary Graph dialog opens.
. From the Summary Units drop-down list, select Weeks.
. In the table, click the first cell in the Data to Summarize section.
. From the drop-down list that appears, select Activity Costs. It will be near the top of the list.
. Click the drop-down list in the Summary Operation section.
. From the options that appear, select Total.
. Click the drop-down list in the Display As section.
. From the options that appear, select Histogram.
. Click the Fill Color box and, from the Color dialog, choose a shade of blue and click OK.
10. In the table, select the Show Labels box.
11. In the Label Options area at the bottom of the dialog, change the Decimal Places to 0
(zero).
12. In the Left Label box at the top of the dialog, enter "Weekly Costs".

OCONOOARWN

Format Summary Graph ? X

Summary Units: Left Label: | Weekly Costs |

Weeks v Right Label: | |

October ] Mirror Labels
Data to Summarize

Data to Surmmarize Summary Operation

Bar Style to Summarize:
Activity Costs ~

[ &l Bar Styles Total "
[J Cumulative
— Use Values Before Current Visible Range

Ignore Values Before Current Visible Range

Distribute Column Data Across:
() Baseline Duration
(® Scheduled Duratien
OActual Duration / % Complete

DisplayAs: | Histogram " Show Labels
Histogram Display Label Options
Insert New Summary
Outline Color: Fill Color: [ Thousand Separator
Duplicate Summary _ (Megative)
Delete Summary Outline Size: Fill Pattern: s 1%
050 B | | —— | Decimal Places 02
g oK Cancel

13. Click OK to apply your changes and close the Format Summary Graph dialog.
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6.6

7.1

y June 2022 July 2022
i Activity Name D(E’:;‘;" Start Date Finish Date Rale Per Day Activity Costs /W T F S SMTWTFSSMTWTFSSMTWTFEFSSMTWTEF
151617 1819202122 2324252627 282930 1 2 3 4 5 6 7 8 9 1011 12131415 °
1 ¥. Planning 7.00 6/16/22 6/24/22 $250.00 —_—
2 Brainstorm 3.00 616/22 62022 $100.00 $300.00
- E—
3 Research 3.00 6117722 621722 $75.00 $225.00
a—
4 Budget 3.00 6i22122 624122 £75.00 $225.00 -
5 ¥. Development 8.00 6i23/22 Ti4i22 $285.00 —
6 Design 2.00 6/23/22 624122 $125.00 $250.00
7 Prototype 400 6/24/22 629722 $80.00 $320.00
8 Review 3.00 63022 714122 $80.00 $240.00
9 ¥, Testing 6.00 Tiiz2 T2z $175.00 —_—
10 Preliminary 2.00 714122 15122 $75.00 $150.00
1 Customer 3.00 Ti6122 71822 $100.00 $300.00
12 Final Review 0.00 22 THR22 $0.00 *
5805
Weekly Costs [275 5400 5530
s 50
Tolah  23.00 151617181920 21222324252627282930 1 2 3 4 5 6 7 8 9 10 1121314151

This summary graph row now shows you the total expenditure per week.

Note:
You can choose to show or hide a particular summary row in the Summary Graph tab of the
Define Layout dialog.

Finishing Advanced Tutorial 3
Finishing Advanced Tutorial 3

You are done with Advanced Tutorial 3. You now know the basics of defining and using
column summaries, summary graphs, and calculation columns.

To close the Tutor8 file:
1. To close the Tutor8 file, from the Application menu, select Close.
2. Click No to close the schedule without saving your changes.

To start the next tutorial:

1. Go to Advanced Tutorial 4: Working with Resources. TutorO9Work\WResrces
_or_
Return to the Tutorial Contents.

Advanced Tutorial 4: Working with Resources

Working with Resources - Intro
Advanced Tutorial 4- Working with Resources
This tutorial shows you how to create resources, display resources, and assign them to tasks.

Click the link below to download the practice schedule file to be used while taking this tutorial:
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7.2

Download The "FastTrack Schedule Advanced Tutorial Practice File 4.fts" and Open |t.

Important:

If you have trouble downloading and accessing the practice file, please call our Tech Support
team for assistance: (703) 450-2318.

Creating a New Resource

Creating a New Resource

Resources are the people or things that help you accomplish the tasks in your project. Every
resource has a finite amount of time it can be used and effort it can exert. You can define
these finite amounts in resource work calendars you can design specifically for each
resource. Every resource also has a cost attached to it - whether it is a flat fee, a standard
rate, an overtime rate, or any combination thereof. Each of these elements can be charted
and controlled in the Resource View of FastTrack Schedule. You will now create a new
resource.

Steps:
1. From the View group, select Resource. This opens the Resource View.
2. Click in the Row 1 Resource Name column.
. Type Jane Phillips and press the Enter/Return key.
. Click in the Information Form action column of row 2.
The Resource Information form opens.
. In the Type box, choose Consultant from the choice list.
. In the Per Use Cost box, enter 200.
. In the Standard Rate box, enter 100.
. In the Overtime Rate box, enter 150.

AW

0 ~NO O
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Resource Information: (Jane Phillips : Row 338976288)

Information  Contacts Other Columns

Resource
MNarme: | Jane Phillips |
Company: | V| Initials:
Department; | v| Employee I
Job Title: | |
Group:

Edit Work Calendar

Assignment Default Values

Category: | Consultant ~

% Effort: Per Use Cost: Standard Rate:
Work Contour: Overtime Rate:
v £150.00/h Code: l:l
Resource Motes:
Close

2]

9. Click the Work Calendar tab.

Note that a typical workday for Jane Phillips is defined as being 8 hours long and lasting from 8 AM to
5 PM (with an hour off for lunch), and that no non-typical workdays or exceptions (such as a half day for
a doctor’s appointment Jane might have) are, currently, defined.
10. Click Close to close the Resource Information form.

June 2021
o4 Resource Name R?:-,Z;r:a Resource Notes Sun  Mon  Tues Wed  Thur  Fri Sal | Sun  Mon  Tues Wed Thur  Fii Sat
13 14 15 16 17 18 19 20 2 2 23 24 25 26
Jane Phillips
P. Percent Work Usage 0% 0% 0% 0% 0% 0% 0% D% 0% 0% 0% 0% 0% 0%
l >, 000h 000h 000h 000h 000h 000h 000h 000h 000h 0.00h

Hourly Work Usage

P, Assignmenis

7.3

000h 000h 000h 000h

000h 000h  0.00h 000h 000h ©000Rh 000h | 000h O000h 0.00h 000h 000h 000h 000h

Assigning a Resource to a Task

Assigning a Resource to a Task

Assignments link a resource and all its data to a task or tasks in the schedule. The Schedule
View and the Resource View draw from two different pools of information. Assignments act
as a bridge between those two pools of information.
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You can create a schedule full of tasks and you can create numerous resources complete
with work calendars and cost data, but until you actually assign a resource to a task, the
Schedule View and the Resource View do not interact.

You will now assign Jane Phillips to work on an activity in the schedule.

Steps:

1. From the View group, select Schedule.

2. Double-click the Design bar, located in row 6.
The Information form opens in the Bars>Tracking tab.

3. Click the Bars>Assignments tab of the Information form.

4. In the Resource Name column of the table, select Jane Phillips from the drop-down list.
You can now see additional information about that assignment including the resource costs

and work units.

Task Information: (Design : Row 6)

Row Bars

BarID 4 [ Hidden Bar Style: | v

Duration: 200 = Fixed Duration

Tracking Columns Links ~ Assignments

(] Apply Effort Driven Scheduling (Keeps total work constant) Clear Assignments
Resource Mame Work % Contour Per Use Std Rate OT Rate Cost
o Jane Phillips 16.00 100 Flat §200.00 $100.00h  $150.00/K 51,800

Select Resource w

Totals: 16.00 51,200

ﬂ 4 4 » 4| Close

7. Click Close to assign the resource and close the Information form.
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You can also assign resources to tasks by using the Resources Assigned column. Once you
insert the Resources Assigned column, a value list will automatically be created in the column
with all of the resources from the Resource View. If you add additional resources in the
Resource View, those will be added to the value list.

7.4  Viewing Resource Subrows

Viewing Resource Subrows

There are three subrows in each row in the Resource View:

- The Percent Work Usage subrow displays a graph representing a resource’s currently
allocated time as a percentage of the overall available time for that resource for
that day.

- The Allocated Time Usage subrow displays a graph representing a resource’s
currently allocated time in respect to the Work Units. The name of this row
changes to match the Work Units you have set in the Document Options dialog.
If your Work Units were set to Days, this subrow would be titled Daily Work
Usage instead of Hourly.

- The Assignments subrow displays the activity bar or bars to which a resource is
assigned. Assignment bars display just as they do in the Schedule View. Links,
however, do not display.

Steps:
1. From the View menu, select Resource.
All three subrows of row 2 are collapsed.

2. On the Home tab, in the Outline group,click the Expand All button. <
You can now view the Usage graphs and assigned bars for Jane Phillips.

June 2022

sat | sun  Mon Tues Wed Thwr  Fi  Sat | Sun
22 3 24 25 | 2% 27 % 2 30 1 z | 3

Resource

Resource Name e Resource Notes Wed

Thur Fri

Jane Phillips | |

v
Percent Work Usage

v
Hourly Work Usage

A /
Development:Design

100

o

0% 100%

100% 0%

0% 0% 0% 0% 0% 0% 0% 0%

000h 800h B8.00h 000h 000h 000h 0.00h 000h 000h 000h 000h 0.00h

8.00

Developm
8.00

jent: Design

You can use these graphs to spot over-allocations and under-allocations for the resource throughout the
project. If a resource exceeds 100% of the Percent Work Usage for a day, red will appear on that day
highlighting the over-allocation. This often occurs if a resource is assigned to multiple tasks on the same
day.
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7.5

8.1

8.2

Finishing Advanced Tutorial 4
Finishing Advanced Tutorial 4

You are done with Advanced Tutorial 4. You now know the basics of defining and assigning
resources.

To close the Tutor9 file:
1. To close the Tutor9 file, from the Application menu, select Close.
2. Click No to close the schedule without saving your changes.

To start the next tutorial:

1. Go to Advanced Tutorial 5: Using FastSteps.
_or_
Return to the Tutorial Contents.

Advanced Tutorial 5: File Portfolios

Project Portfolios
Advanced Tutorial 6 - Project Portfolios

This tutorial shows you how to consolidate separate subordinate files into one master file
using our Portfolio feature.

Click the link below to download the practice schedule files to be used while taking this
tutorial:

Download The "FastTrack Schedule Advanced Tutorial Practice File 5.fts" and Open It.

Download The "FastTrack Schedule Advanced Tutorial Practice File 5 P1.fts".

Download The "FastTrack Schedule Advanced Tutorial Practice File 5 P2.fts".

Important:
If you have trouble downloading and accessing the practice file, please call our Tech Support
team for assistance: (703) 450-2318.

Understanding Portfolios

Understanding Portfolios

Portfolios allow you to easily combine multiple files into one master file to analyze a big
picture view of your data. Whether you want to see all the separate components of one larger
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project, or see every project your company is currently working on, the Portfolio feature allows
you to do so. A Portfolio works across platforms so included files can originate from either a
Mac or Windows operating system.

Master file - the file you create by consolidating existing files is called a master file. A master file can
never be inserted into another file or into itself.
Subordinate file - a file that is inserted into a master file is called a subordinate files.

Subordinate files must be accessible, either on the hard drive or by network, and openable.
The master file’'s user must have read access to a file to insert it.

Important:

Subordinate files in the Portfolio are not live. There are no automatic updates. When data changes in a
subordinate file the changes do not appear in the master file until you choose to refresh the data from
that subordinate file. Changes you make to data in the master file must be manually applied to the
appropriate subordinate files.

A key to creating a Portfolio is the project Work Calendar. All subordinate files must have the same
project Work Calendar as the master file. If you try to insert a file with a different project Work Calendar
that file will be ignored and not inserted.

Changes to data in the master file are for analysis only and do not affect the subordinate file. If
you decide that you want to apply changes you have made in a master file, you must open the
appropriate subordinate files and manually make the changes there.

The following data is consolidated in a Portfolio:
- All columns — except calculation columns
- Bars and bar styles
- Pictures, text boxes and legends
- Links
- Assignments
- Pointers

Any conflict in data between a subordinate and the master file results in that data being excluded from
the Portfolio.

If a column in a subordinate file is formatted to save data Per Bar and the same column in the master file
is formatted to save data Per Row, that column will not be included in the Portfolio

The Portfolio is data driven, not visual. Formatting related information will not be transferred to
the Portfolio. Formatting is originally determined by the master file’s preference settings. You
can edit Filter, Sort, Layout, Range, FastSteps and format settings in the master file, but the
changes will not be applied to the subordinate file unless you manually apply them.

Resources do not get deleted from the master file even if future updates of the subordinate
file in which the resource originated no longer includes that resource.

You can include subordinate files that have different Resource Work Calendars defined for
the same resource in a Portfolio
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8.3

Defining a Portfolio
Defining a Portfolio

When creating a Portfolio, you will first need to establish a file to serve as your master file.
Normally that just requires opening a new, blank file to serve as a repository for your
consolidated files. The new, blank file will be a clean slate to display the subordinate files. You
can also do some minor formatting to the master file before creating a Portfolio if you want
things like a title or Headers/Footers created before adding the subordinate files.

For the Tutorial today, we have downloaded prepared file to serve as our master file. Open
that file and then continue with the steps below.

To define the subordinate files to be included in the Portfolio:
1. On the Tools tab, in the Portfolio group, click Define.
The Define Portfolio dialog opens.
2. Click Add.
The Open dialog opens.
3. Navigate to the folder containing the subordinate Tutorial files you downloaded. That will
most likely be your Downloads folder unless you told your computer to download them to a
different location.
4. Select the file Advanced Tutorial 5 File - P1 fts.
5. Click Open to close the navigation dialog and add Advanced Tutorial 5 File - P1.fts to the
table in the Define Portfolio dialog.
6. Click Add.
7. Navigate to the folder containing the subordinate Tutorial files you downloaded.
8. Select the file Advanced Tutorial 5 File - P2.fts.
9. Click Open to close the navigation dialog and add Advanced Tutorial 5 File - P2.fts to the
table in the Define Portfolio dialog.
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Define Portfolio ? *
File Mame Add
1 Advanced Tutonal 3 File - P1.fts Remove

N Advanced Tutorial 5 File - P2.fts
Locate

Update

(®) Files are subprojects and have a commaon Project Finish Date.
(_) Files are projects and have separate Project Finish Dates.

(7] Update All Close

10. Click Update All to consolidate both files into the master file Advanced Tutorial 5 File -

MS. fts.
) June 2022 July 2022
o4 Activity Name D(Er:;';n StatDate FinishDatel T F § & M T W T F & § M T W T F S § M T W T F & 5 M T W
16 17 18 19 20 21 22 23 24 25 26 27 26 29 I 1 2 3 4 5 6 T & 9 10 1 12 13
1 Project Summary
2 ® V. Advanced Tutorial 5 File - 600 61622 62322 | .
3 ¥, Planning 600 61622 62322 | .
4 Brainstorm 200 662 6MTRZ |
5 Research 2.00 62022 6/21/22 —
6 Budget 2.00 6i22{22  623/22 [:_’_.
7 & ¥, Advanced Tutorial 5 File - 16.00 61622 77122 | . 1
8 ¥. Development 800 6M6R2 6722 | o .
9 Design 200 6M622 61722
10 Prototype 300 62022 6122022
1 Review 3.00 6i23/22  627i22 C_'
12 ¥, Testing 8.00 62822 707122 f] .
13 Preliminary 2.00 6i28/22  6/20/22
14 Customer 300 63022 74122 [:_’
15 Final Review 3.00 S22 TR [:_’

Now you can see both subordinate files together in the same Portfolio file. This gives you a
"birds eye view" of what is going on across both projects.

You can update the Portfolio file at any time by going to the File menu, choosing Portfolio and
selecting Get Updates.

If any saved changes have been made to one or more of the consolidated subordinate files,
they will then display in the open master file.
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8.4

9.1

9.2

Finishing Advanced Tutorial 5
Finishing Advanced Tutorial 6

You are done with Advanced Tutorial 5. You now know the basics of creating a file Portfolio.

To close the Tutorr11 file:
1. To close the Tutor11 file, from the Application menu, select Close.
2. Click No to close the schedule without saving your changes.

Congratulations! You have completed the last tutorial. You should now have a good idea of
how to use FastTrack Schedule’s basic scheduling operations as well as some of its most
powerful features.

If you want to see examples of how you might you use FastTrack Schedule, open some of the
example schedules installed with this application. Or, dive right in and start scheduling your
own projects. And remember, as you continue to use FastTrack Schedule, help is only a click
or call away.

Advanced Tutorial 6: Using FastSteps

Using FastSteps
Using FastSteps

This tutorial illustrates how to apply and create FastSteps.

To open the practice schedule file to be used while taking this tutorial:

1. In FastTrack Schedule, on the Application tab, from the Help group;, click Tutorial, and
choose Practice Files from the submenu.

2. Select the FastTrack Schedule file Tutor10.fts.

Important:

If you cannot locate the Tutorial folder on your computer, Go to Search and search for "Tutor10.fts". If
this produces no results, check with your System Administrator to make sure the Tutorial folder was
included when FastTrack Schedule was installed on your computer.

What Are Faststeps?
What Are FastSteps?

FastSteps are a scripting ability, built into FastTrack Schedule. FastSteps allow you to
automate repetitive management tasks by grouping a series of commands into a single
sequence that you can then initiate with a mouse click. FastSteps are available in the
Schedule, Resource, and Calendar View and their Print Preview windows.
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9.3

9.4

Each member of a project team can have a FastSteps sequence to suit his or her needs. You
can create different sequences for every version of the schedule you would like to print, thus
creating reports. There is no limit to the number of uses you can find for this powerful tool.

Applying a FastStep
Applying a FastStep

In the Schedule View, existing FastSteps can be applied directly from the FastSteps submenu
of the Schedule menu.

Steps:

1. On the Tools tab, in the Macro group, click FastSteps, and choose Restore Master
Schedule from the drop-down list.

The View is switched to Schedule View, the Main Layout is applied, the Master Range is applied and all
hidden rows are restored and returned to the Master Sort order.

March 2012 April 2012
= @47 Activity Name Duration Start Date | FinishDate (s M T/W/ T/F S S M/T W T F|S S MT|WTF|S(5MTW
11 1_2 13|14 11511617 18| 19]20121 |22 123241252627 |26129/3031 (1 |2 | 3 |4
1 w Flanning 4.00 Iz JM6M2 LA N—
b Brainstorm 2.00 3nznz 3n3nz2 —
3 Research 2.00 3n4n2 31512 | =
4 Budget 0.00 31612 3M6nz2 | @
5 w Development &.00 Jnoanz 312812 T T T —-———
6 Design 2.00 3M19n2 32012
T Prototype 3.00 32Nz 32312
g Review 2.00 32612 312812
9 w | Testing 5.00 32812 41412 | -
10 Preliminary 2.00 312812 3120112 | -
11 Customer 2.00 33012 41312 | Ea— mmEd
12 Final Review 0.00 4/412 41412 | b

Creating a Basic FastStep
Creating a Basic FastStep

Custom FastSteps are created in the Define FastSteps dialog.

Steps:
1. On the Tools tab, in the Macro group, click FastSteps, and choose Define from the drop-
down list.
The FastSteps dialog opens.
2. Click the New button.
The Define FastSteps dialog opens
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3. Enter My Exports in the FastSteps Name box.
4. From the Commands table scroll down to Schedule.Export Picture and click Add to send it

to the FastStep table.

5. In the FastStep table, click Schedule.Export Picture.
6. Click the Setup button that appears in the Options area.
7. In the Export as Picture dialog, select the File option.

-

-
Export as Picture ® 2|
Diestination
i@ File ) Clipboard
Browse ...
Image Guality
99
Example:
March 313 dprll i
Sedinyiam e Duradon SraxCum |FAnkhCom (4 [N TIW T FAEINTWT FESNTWTF @ NTWT
B E iR TR 121 - R Al T T AR R R N H
larring o0 | M@z | MeiT
raraxmas f1:.3 SAEST ESE 1 =
Faadach E-14] FLITE] LS =
- T FRl G F eht .9
S alagm ar [T W T T r— = e
Cealgn fT3 SRST SERST
Proza e 13 BERE BT
T 13 >+ 2F] AT
aisg ] WA LB IEEEE . A T et
Prade ey e R R Jr,
=TT 1 REhST LR Tt
Pl S o [T:C FELE FRtE 6
R REE T 1= e - IR AR E R E R R
DK I [ Cancel
i

8. Click Browse.

9. In the save dialog, navigate to your Desktop.
10. Enter Schedule View as the filename.
11. Set the Save as type to Portable Network Graphics (*.png).

12. Click Save.

Keep this dialog open for the next section.
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Define FastSteps e ? & |

FastStep Mame: My Exports

- FastStep
Schedule. Bxport MPX Schedule. Bxport Picture [CAUsers owillia. ..
Schedule. Bxport 1Cal

Schedule. Export XML Add
Schedule.Export Picture

Schedule.Finish Date . |El
Schedule.Import Data
Schedule. Restore

Commands

Schedule. Show Critical Path i
Description Options
Schedule Bxport Picture: BExports a picture T,
af the Schedule View. Choose "Setup” to I&J

configure the Export Picture options.

0K || Cancel

9.5 Creating a Basic FastStep (contd)
Creating a Basic FastStep (cont’d)

Steps:

1. Click OK to close the Export as Picture dialog.

2. In the Commands table, scroll down to Calendar.Export Picture and click Add to send it to
the FastStep table.

. In the FastStep table, click Calendar.Export Picture.

. Click the Setup button that appears in the Options area.

. In the Export as Picture dialog, select the File option.

. Click Browse.

. In the save dialog, navigate to your Desktop.

. Enter Calendar View as the filename.

. Set the Save as type to Portable Network Graphics (*.png).
10. Click Save.

11. Click OK to close the Export as Picture dialog.

O©CoONO AW
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Define FastSteps [@ 2 |

FastStep Name: My Exports

Commands - FastStep
Calendar Show All Bars Ranage Schedule. Bxport Picture [C:Usershowillia...
Calendar Apply Range Calendar. Bxport Picture [C:\Users \cwilliam. ..

Calendar Export Ficture
| Remove |

Resource View =
Resource Show All Bars Range 24 i
Resource Apply Range =

Resource Apphy Layout
Resource Apphy Fiter o

Description Options
Calendar. Export Picture: Exports a picture of S

the Calendar View. Choose "Setup” to etup
configure the Export Picture options.

-

| | Cancel |

-

12. Click OK to save the FastStep and close the Define FastSteps dialog.
13. In the FastSteps dialog, make sure My Exports is selected and click OK.

Incomplete Tasks
Cost Report
Resource Cost Report

FastSteps . _? L]
FastSteps Menu Brealk

i B
Restore Master Scheduls [
Autofit Schedule - Activity Names [
Milestones [l
Completed Tasks [
Upcoming Tasks ]

]

[E]

[l

0K | [ Close
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The Schedule View and Calendar View .png files appear on your Desktop.

9.6  Finishing Advanced Tutorial 6

Finishing Advanced Tutorial 6

You are done with Advanced Tutorial 5. You now know the basics of working with FastSteps.

To close the Tutor10 file:
1. To close the Tutor10 file, from the Application menu, select Close.
2. Click No to close the schedule without saving your changes.

To start the next tutorial:

1. Go to Tutorial 11 - Consolidating Files.
_Or_
Return to the Tutorial Contents.

Copyright © 2026, AEC Software, Inc. All rights reserved.



50 FastTrack Schedule 2026 Advanced Tutorials Manual

Project 11

| n C eX Project Work Calendar 11
- R -
- A -

Resource 39

Advanced Tutorial 1T 7, 8, 11,12, 15 Resource Assigment 37
Advanced Tutorial 2 15,18, 22, 23, 25 Resource Subrows 39
Advanced Tutorial 3 26, 28, 30, 33, 35 resources 35
Advanced Tutorial 4 35, 36, 37, 39, 40 Restoring 22, 25
Advanced Tutorial 5 40, 42, 44 Restoring Filtered Tasks 22
Advanced Tutorial 6 44, 45, 47, 49 Restoring Sorted Tasks 25
Applying FastStep 45
Applying Filter 15 _ S _
Applying Sort 22
Assigning a Resource to task 37 Sort 22 23

Sorting 15

- C - Sorts 15

Summary 26

Calculation 26, 28, 30 Summary Graph 33
Calculation Column 26, 28 Summary Graph Row 33
Column Summary 26

Consolidating Projects Portfolio 40 _ T _

Consolidation 40, 42
Creating FastStep 45, 47
Creating New Resource 36

- D -

Defining 8, 33, 42
Defining Filter 18
Defining Sort 23
Displaying 11

_F -

FastSteps 44, 45, 47

Filtered Tasks 22

Filtering 15

Filtering and Sorting 15

Filters 15,18, 22

Finishing 15, 25, 35, 40, 44, 49

- P -

Printing the Tutorials 7

——#—' - Copyright © 2026, AEC Software, Inc. All rights reserved.

T —



	Table of Contents
	Advanced Tutorials
	Using the Tutorials
	Printing the Tutorials
	Advanced Tutorial 1: Using the Work Calendar
	Using the Work Calendar - Intro
	Defining a Work Calendar
	Displaying the Project Work Calendar
	Creating a Task Specific Work Calendar
	Finishing Advanced Tutorial 1

	Advanced Tutorial 2: Filtering & Sorting
	Filtering and Sorting - Intro
	Applying a Filter
	Defining a Filter
	Restoring Filtered Tasks
	Applying a Sort
	Defining a Sort
	Restoring Sorted Tasks
	Finishing Advanced Tutorial 2

	Advanced Tutorial 3: Using Summaries & Calculations
	Using Summaries and Calculations - Intro
	Adding a Column Summary
	Defining a Calculation Column
	Setting Up a Calculation
	Defining a Summary Graph Row
	Finishing Advanced Tutorial 3

	Advanced Tutorial 4: Working with Resources
	Working with Resources - Intro
	Creating a New Resource
	Assigning a Resource to a Task
	Viewing Resource Subrows
	Finishing Advanced Tutorial 4

	Advanced Tutorial 5: File Portfolios
	Project Portfolios
	Understanding Portfolios
	Defining a Portfolio
	Finishing Advanced Tutorial 5

	Advanced Tutorial 6: Using FastSteps
	Using FastSteps
	What Are Faststeps?
	Applying a FastStep
	Creating a Basic FastStep
	Creating a Basic FastStep (contd)
	Finishing Advanced Tutorial 6

	Index

