Module 2: Working with a Project

To schedule a recurring task
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In the Task Name column, select the row above which you want to
insert the recurring task.

From the Insert menu, choose Recurring Task.

In the Recurring Task Information dialog box, in the Name text box,
type the name of the recurring task.

In the Duration spin box, type a duration.

In the This occurs area, select an option button.

In the Daily, Weekly, Monthly, or Yearly area, select the task
frequency options.

If necessary, in the Length area, in the From or To combo boxes, enter
a date.

Choose OK.

To apply a constraint
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In the Task Name column,

double-click the task to which you want to apply a constraint.

In the Task Information dialog box, select the Advanced tab.

On the Advanced page, in the Constrain task area, from the Type drop-
down list, select a constraint type.

If necessary, in the Constrain task area, in the Date combo box, enter a
date.

Choose OK.
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