
Lesson 09 

Contractor Guide 1

LESSON 09 
 

Schedule  
 
 
Objectives 
 
This lesson will provide the user with the ability to view the Contractor’s 
schedule.  At the completion of this lesson the participant will be able to: 
 
• View the Contractors submitted schedule 

 
• Print a schedule 
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Schedule 
 
• Navigate to “!NAVFAC Internal Training Project 1” . 

 
• Click on Schedules [folder #6]. [1] 
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Schedule (Contd…) 
 
• The following window will appear. 

 
 
• The Schedules folder contains three sub-folders. 
 
• The contractor will submit the project schedule into folders 6.1 and 6.2. 
 
• Any comments can be added to folder 6.3 Schedule Comments. 

 
• Comments folder is used solely by the Government to comment 

on schedules and related concerns. 
 
• Click on 6.1 PDF Version of Schedules. 
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Schedule (Contd…) 
 
• The PDF Version Schedules window will appear. 

 
      
• Click on Download. [1] 

 
• It is recommended that the user choose the Download command.  This 

will expedite the viewing process. 
 
• The File Download window will appear. 

 
• The user can either open the schedule or 

save the schedule from this menu. 
 
• Select Open icon. [1] 
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Schedule (Contd…) 
 
 
• The schedule will appear in the PDF format. 

 

 
 
 

• The user can choose to print by clicking     . [1]                  . 
 
• When finished, close the window. 
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Schedule (Contd…) 
 
• The PDF version Schedules window will remain open. 

    
• Click on 06. Schedules. [1] 

 
• The Schedule window will appear. 

 
• Click on 6.2 Native Version of Schedules. [2] 
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Schedule (Contd…) 
 
• The Native Version Schedule window will appear. 

 

 
 
• The user can download the schedule in the native format in which the 

schedule was created (i.e. Suretrack). 
 
• Click on Download. [1] 

 
•  Save the file to your local machine. 

 
• User must consult their Scheduling expert to restore file in Suretrak. 
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Naming Convention 
 
• The Schedule folder will be used to store a PDF version of the 

progress schedule for NAVFAC Clients, Staff and Guest to view.  
Naming these files by YearMonthDay (2003Jan30.pdf) would ease 
the viewing of the most current schedule. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 


