Training Exercise: Create a Capital Project

		




	Module:
	Projects

	Scenario:	  

PREREQUISITES:
	Create a Capital Project

PROJECT SPECIALIST




	Action
	Icon
	Field/Value

	Navigate to Create Project 
	
	· Search Create Project
· [bookmark: _GoBack]Select Create Project

	Project Hierarchy
	
	· PJH19 CC19777 TEST - DPW Cost Center

	Click OK
	
	

	Project Information

	Project Name
	
	· First Initial Last name “TRN Project” ex: JSmith TRN Project

	Start Date
	
	· 01/01/2018

	Description 
	
	· Same as name above

	Reference Information

	Include Project ID in Name
	
	· Select Checkbox

	Capital
	
	· Select Checkbox

	Company
	
	· CO100 County of Placer 

	Balancing Worktag
	
	· FD12100 

	Project Group
	
	· 19 Transportation Bridge Projects

	Worktags

	Program
	
	· PG197777

	Role Assignment Tab

	Role
	
	· Project Analyst 

	Assigned To
	
	· Joshua Vaughan

	Attachments Tab

	Attach Supporting Document
	
	· Attach document from desktop

	Click Submit
	
	

	Take Note of Project ID
	
	Project ID _____________________________________________
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