
Add A New Project WITH Dates: 

1. Access the ADMIN section 
2. Find the Rig you are looking for, in this example we are using A LAUREL – KYLE KOZAK – RIG 9. 

At the bottom of this rigs chart, click on ADD A TASK. 

 

 

3. Enter a Project name and hit your ENTER KEY to save it. 
 

 
 

4. You can now click on the OFFICE section to choose the office from a drop down; Manually Type 
the Project manager initials; Enter your Scope and finally, enter any Comments on the job.  

 

 

 



5. Finally, drag the Date Range to the appropriate date for the job. You can extend the bar to the 
right by clicking the far right of the chart and dragging it to extend. 
 
 

 

 

NOTE: You do not want to click and drag the bubble as that is for another feature we do not use. You 
want to EXTEND using the EXTENDING arrows that will appear when you hover near the left of the 
time frame. 

 

 

YOU ARE DONE! 

 

 

 


