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1 User Start Up

1.1. Step 1. Setting
1.1.1. Setting Task Groups

After you have successfully installed VIP Task Manager, you can start organizing your company activity,
roles, resources and workflow into one common database. As program Administrator, you can change these
setting anytime and permit other users to change them if there is a team that manages your company workflow.

Company activities should gather logically-related tasks into task groups. Your company may have process-,
project-, product-, client-, etc. oriented activity, so you should decide which way is better for your company.

g Tazk Groups = E 8 @ Task Groups = £ 8
o" o/ & o

et ef s s N et ey e s )

o - o TR

i Production 1] =l "Start-LIp' Project 0

o Sales 1] i@ Stage 1 0

g Marketing n i@ Stage 2 1]

i@ Customer Service 100 i@ Stage 3 1]

i Technical Support 0O =g 'Launch' Project 0

i@ Accounting 1] i@ Stage 1 0

g Human Resourcez 0 i@ Stage 2 1]

i@ Adminiztration 1] i@ Stage 3 1]
Process-oriented Project-oriented

o Task Groups =& B8 - Tazk Groups =& B8

i o o) 6y

L r Lot ey GTa e r

7® W 7 e w

=hg Shower Gel 1] g 1BM 1]

@~ Orange Aroma 0 g wall-hart 1]

@ Lemondroma 0O i@ General Motors 1]

i@ Apple Aroma n i@ Boeing 1]

=t@- Shampoo 1] i@ Coca-Cola 1]

@ Forken 1] @ Procter & Gamble 0

@ Forwomen 1] @ McDonalds 0

g For Kids 1] g AlG I
Product-oriented Client-oriented

The parent Task Group is created by default and has a name of the database file. You can rename it if you
want.
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@ Task List - Groups = E 8 @ Task List - Groups = E A8
% . % Mew Group I{CtrI+G]||

Select Task Group Click on New Group button

Mew Folder

) General | < Resouces | & Note | ¥ watch List| @ Custom Fields|

M ame: | Projects |

Tazk Group: |Eu:-mpan_l,l w |

I vﬂkw IXEanceI

Enter Name of Task Group and click OK

If main Task Groups are not enough, you can create sub-groups the same way you created main ones:
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@ Tazk Groups = E 8 @ Tazk Groups = £ 8

= @ @ | jmc = : @ Mew Group {Ctrl+G}|’_

=g Compary 1] =g Company 1]

g Departments 1] igr Departments 0

i@ Projects 1] g Projects 0

e m o Products I

i@ Clients n i Clients 1]
Select a Task Group Click on New Group button

NMew Folder, |E|

) General | 2 Resources | & Mote| 2% Wwatch List | & Custom Fields |

M ame; |‘»-’IF' T ask Managed |

Taszk Group: |F'ru:udu-:ts w |

Py 9:': 3 Cancel

Enter Name of Task Group and click OK
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o Tazk Groups = & 8

°" o/ Gy

Another important thing you should do is to create personal Task 5 & | ok

Group for each team member. They use these folders to manage T
minor tasks (ex.: the tasks they should do to complete the tasks | =@ Company 0
assigned to them by their manager). By default no one else except &@F Projects L
for that particular user will be able to see his or her Task Group and @ 3tage | .
tasks in it. Let's not do it now as there is an option to create these @ Stage 2 .
Task Groups automatically when adding new users (see Setting @ Stage 3

Resources). ©

e

1

e
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1.1.2. Setting Roles

A role allows you to assign specific permissions to a user group, i.e. permission to view, create, edit and
delete Tasks and Task Groups. For example, "'Team Leader' Role can allow to view, create, edit and delete
Tasks and Task Groups, while "'Team Member' Role can allow only to view and edit Tasks and Task
Groups. If you don't want to restrict your users at all, there is a default Role 'Unlimited' that automatically
grants all permissions for all tasks.

# VIP Task Manager [ User: Administrator ]
. File Wiew Taoaols Help

Task List | Task Tree | Calendar)| Resource List

k

L = | 5 |E|

Roles FIYX |

o, P e - Mame w

[

| I arme |

Select Resource List tab

@ VIP Task Manager [ User: Administrator ]
. File Wiew Taoaols Help

Task List | Task Tree | Calendar | Resource Lisk

:

Do (e e h?'i |E|= T .
Raoles Iy |

s o ) )
; d‘%" W - Mame -
I ... Mew Role| Mame |

Click on New Role button

@ New role

M ame: | Team Leader |

[ vukw | 3¢ Cancel |

Enter Name of Role and click OK

When you create a role, it is denied any permission by default. You should grant each Role its permissions
to manage Task Groups. The permissions granted for a Task Group are automatically inherited by its
Sub-Groups and Tasks. For Example, if you allowed 'Team Member' Role to view and edit Tasks in 'Project’
Task Group, it will be able to view and edit Tasks in Task Group 'Stage 1', 'Stage 2', etc.
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# VIP Task Manager [ User: Administrator | [DataBase

. File Wiew Tools Hel

Task List}| Task Tree N Calendar | Resource List

# VIP Task Manager [ User: Administrator ] [DataBase

. Filz Wiew Tools Help

Task Lisk | Task Tree |Calendar Resource Lisk

ot T o #| & I | change status -

7 Filkers - Task Tree P |
=g | Company

w T
R B . =g Project

= i |Stage 1

M ame

' |Stage 2

Select Task Tree tab

@t e & & © © |§| T I change status -

I Filkers - Task Tree Z 8

¥ ¥ DT

=g Company

= o T
o [Stage

o Stage 2

M arne

Highlight a Task Group

Permissions panel is in the right bottom of the program window. Above the permission grid there is a line
that tells you which Task Group or Task is highlighted and granted permissions now.

Permizzions Permizzions
: B3 5
Task zroup: "Project’ / Tas i
Allon
Roles Wig Create Foles Wig Create

%+ DerylBy Parent)
g+ Derp(By Parent)
wrent] é‘ Allow(By Parent)

Team Leader %+ Deny[By Parent]

Deny(By Parent]

= Allow(By
Select a permission cell

Team Member

Adrminigtratar

Team Leader %+ Dery(By Parent) %+ Deny(By Parent)
DenyBy Parent) g+ Deny(By Parent)

é‘ Allow(By Parent) é‘ Allow[By Parent)
Click on Allow button

Team Member
Admirigtrator

If don't want a Sub-Group or a Task to inherit permissions of its Task Group but rather have permissions
different from its parent Group, you can change its permissions individually.

Task List | Task Tree |Calendar Resource Lisk

@t o @ & © © |§| Il change status -

Permiszions

_‘Y Filters - Task Tree PN | J

=@ [Company
b -

: [=Hi@ |[Project
E |

Highlight a Task Sub-Group

Roles Deny| . Wi Create
Team Leader Allow[By Parent] %+ DerBy Parert)
é‘ Bllane £ Deny(By Parent]

é‘ Allow[By Parent] é‘ Allow(By Parent)

Team Member
Adrminigtratar

Select a cell and click on Deny button

Alternatively, if you need a Sub-Group or a Task to inherit permissions from its parent Task Group, you can

cancel its own permissions.
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¢ Highlight a Task Group or Task

o Select a permission cell

e Click on Inherited From Parent button

Permizzions

Inherited From F‘arent| Wiew

Team Leader

Team Member

=L Al

Create

g‘ Dery(By Parent)

Adrmirigtrator

g‘ Allow[By Parent]

g‘ Allow[By Parent]

Note: You can grant the same permissions to several Roles at once if selected appropriate cells.
E2+8

Permizzions

Ruoles i Wi
Team Leader S Deny
Team Member é‘ Allow

Adrministrator

g‘ Allow[By Parent

Diery(By Parent)

- DenylBy Parent]

Diery(By Parent)

- DenylBy Parent]
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1.1.3. Setting Resources

Your company resources may include any human resources available, ex.: employees, partners, contractors,
etc. i.e. all concerned, however, we advise you to add only people (users) who will use the program in the

LAN.

@ VIP Task Manager [ User: Administrator ]| [DataBase: 192. @ VIP Task Manager [ User: Administrator | [DataBase: 192.

. File ‘iew Tools Help

. File Wiew Tools Help

-

Mame “ E-Mail

Administrator

Task List | Task Tree | Calendar)| Resource Lista Task List || Task Tree | Calendar | Resource List |
> | = i o il
i (e oy wd |:| & ~ E %." A e |:| S
Roles L | Fole: Mew Resource Ins]l| b |
P R . Mame v E-Mail AP LR .
W ame Adrministrakar M arne:
[] | Team Leader [] | Team Leader
[ | Team Member [ | Team Member

Select Resource List tab

General tab allows you to enter some Resource
information such as name, e-mail, department, job
title, address, and phone number. If a Resource is a
user of the program you should grant check Login
Permission set a password for Resource to log in. The
Resource can change this password later when he or
she starts using the software. If a resource can be
assigned to a Task you should check Assignment
Permission. If a Resource is allowed to create, edit
and delete other Resources, you should check
Administration Permission.

e Enter Resource information
e Check or uncheck checkboxes
e Click OK

Click on New Resource button

Edit Resource

) General |‘;~L-' Rales | ©% Natifisations | 2% watch List

]

M arne: | TomJons

E-Mail: |t.ions@cnmpany.ccum

Department; | Show Buziness

Jab tithe: |Star

Address:

| Forget il

Phore:;

|Don't even think about it!

Set paszword: |’“‘““’1

Permizzions

Login Aszsighment q}.&.dminixtratinn
i

| ok | [ % cancel |
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When you assign a Resource to a particular Role or
Roles you created, this Resource is granted
permissions of this Role. For example, If you assign a
Resource to "Team Member' Role which allows only
to see and edit the Tasks in Task Group 'Projects’, this
Resource will not be able to create and delete Tasks in
Task Group 'Projects’. It saves your time as you don't
have to set permissions for each Resource
individually, all you need to do is to assign the
Resource to appropriate Role that is granted certain
permissions.

e Select Roles tab
e Check appropriate Roles
e Click OK

Notifications tab lets you choose the types of
Notification this particular Resource will receive if he
or she is associated with the Task somehow (The
Resource is either Owner or Assigned to the Task). By
default all types of Notifications are checked so the
Resource will receive Notifications each time any
attribute of the Task is changed. In practice the
Resource will need to receive only some of these
Notifications, for example when the Resource is
assigned to the Task or when the Status of the Task is
changed, so it is better to check only those types of
Notifications the Resource really needs to receive. The
Resource can check Notification types himself when
he starts using the software.

e Select Notifications tab
e Check appropriate Event Types
e Click OK

Edit Resource
\-J-' General ';‘?? Rales

EE OO
EE OO0 fh, P e

[ [Unlimited
[ |Team Leader

Team Mernber

3

<% Matifications | ¥ ‘wWatch List

Rale

[ o Ok ] [xCancel]

New Resource

W) General ::9 Ruoles

X

¥ Motifications | 2% watch List

Event Types -

Tazk [Change "Actual time"]

Task [Change "Corments")

Tazk [Change "Complete)

Tazk [Change "Due Date"]
T azk [Change '
Tazk [Change "Finish time'")
Tazk [Change "MName"]

EEREE

[[] Gending natifications by E-mail

'Estimated time")

Tazk [Change "Attachments")

| w0k | [ % Cancel |

Note: You will be asked if you want to create a personal folder for each new user. Click 'Ok, if you want

to.
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1.1.4. Setting Workflow

Task Workflow is the number and sequence of Statuses the Task should go through from the moment of
initiation to complete accomplishment. For example, the default task workflow starts with ‘Draft" Status,
when task is outlined but not scheduled, assigned, communicated, etc. Then it becomes 'Created’ i.e.
scheduled, assigned to Resource and Notification of it is sent to all concerned. When the Task is being
handled by assigned Resource, it has 'In Progress' Status. Sometimes it may be *Cancelled’. When the
Task is "Completed" by assigned Resource, it can be "Verified' by Owner or Supervisor.

@ VIP Task Manager Professional [ User: A

ot o & T, ID
=g Comparry 0 3 -.
[+ Marketing z Z =

@ Development 1 1
i@ Quality Assurance 0 i} 4

Select Custom Workflow in menu Tools

Each company has its own workflow so you can create your own Task Statuses, as well as create multiple
workflow for different types of Tasks.

@ Edit Workflow x|

Al 1T eddddl T 1

MeEw wu:urkﬂu:uwl

e .-“-‘-.-:tive Name Complete related Complete Matification | WF-<ML statuz  Color Image
Dot S s R
Created 0% Created
In Progress | [+ 1%-99% | On Open _
Cancelled | [] On Cancelled I
Completed 1003 On Ok, ]
YYerified F On More I

Click on New Workflow button
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New workflow [X] @ Edit Workflow

Marne: |.ﬂ'-.rti|:IeWriting | H H 33 ﬁ ﬂ’ Ei‘-@ % ﬁ. ﬂ’

Ative
M arne |E
Drefault
Article Wiiting

Mew Status (Ins) (Comg

’ vﬂk%] ’ XEanceI]
Enter Name and Click OK Click on New Status button

Give a name to the status and decide whether Task Status is
connected with % of Task Completion. For example, if you
create 'Half Done' Status, checked Complete and selected
Strong Value 50, each time you change Status of a Task to
'Half Done', the % in the Complete column of Task List and
Task Tree view will be changed accordingly to 50%. Complete

Create Status r}__<
|

Hame: |Written

You can set a font color and image (.omp 16x16 px) for this 0 Sioig velliz: - B v
status. O Range: | | - |

If you import a database from VIP Team To Do List you can Rict clickan
associate the Status with the one from VPXML Status list. Colr: Image:

You can turn Notification mode 'on' and 'off' for each VPML Status: | Created
Status, i.e. when a Task Status changes to the one with

Notification 'Off', the Notification is not sent. Notification: | On W

. . . Walue:
If you uncheck Active, the Status will not be available for new e
Tasks.

[#] Active [ " Ok ] ’ b4 EEIHCE|]

Assign ID number for this status using “Value” entry field and
up-down buttons.

You can set the order in which Statuses will go one after another as a recommended task workflow for your
employees or team members. Also you can set order in which types of Workflow will appear in drop down
list for selection.
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¥ Edit Workflow

3
TEE Tl ddAH|T T
|
M ame Active Narﬁwﬁ Matification | WPsML statuz Color Image
Diefault |Written | |49°/; |EIn Open |_|
Article W riting Approved B0z On Open ]
I Fublished 100 On

Select a Status or Workflow

4§ H E & & @
N & ‘I%J‘l 7 )

Marm 'u'-.-'u::rkﬂu:ug miave Up

Default Writhen

m Approved
| Published

Click on Move Up button
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1.1.5. Setting Tasks
Besides Name, all Tasks have the following default parameters:

ID — Unique number given to the Task when it is created

Info — Shows if the Task has Notes, Reminder or Attachment
Task Group - Folder to which the Task belongs

Priority — Shows the level of urgency or importance of the Task

Status — Shows the current state of the Task in given Workflow

Complete — Shows how much of the Task is already done in percentage

Attachment — Shows the first attached file or link of the Task
Owner — User who created the Task
Assigned — User who is assigned to the Task

Department — Department to which Assigned user belongs to

@ VIP Task Manager Professional [ User: Administrator ] [DataBase: ta

Taskl  Toolbars ¥ =pdar || Resource List

N Panels S R AR S BN ~-R e F=i e
Sl Task List Colurnns 3 v |ID

B 2 Task Tree Columns * |7| Info
P o’ oy L" i Besource List Colurnns L |Z|Name
=g Compary 0~ |i|5tatus
o 1. Getting Started 9 o |:|Cumplete
i@ 2 Defining The Projer 23 | W |F'riu:urity
" 3. Planning The P 29 I cpart Date
.1:;" 4, Mu:un.ih:uring ThePra 21 17 Finish Dakte
i@ 5. Clozsing Down 10 19—
i@ John Doe 1 |i| BRI P
@ wan Susanin 0— 18 - Time Left
0 Emst Meizvestny 1 201 v |Estimated Time
i Joe Black ] = 21 |7|Owner
- [u] (PPN b e n

22 |7| Assigned

S Task List - Filkers =+a -
| 23 M
- Current M O BT R 24 | v | Dake Last Madifi

[3] Actual Tirme
= Common #ttachment
Mame 57|l — Deparkrent
D | ¥ |Task Group
Status W 28 |7|F'ermissinns
Pricrity W 29| Dake Completed
Actual Time W 30 Date Started
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Start Date — Shows the date when the Task should be started

Finish Date — Shows the date when the Task should be completed

Due Date — Shows the date by which the Task should be completed (deadline)
Time Left — Shows the time left till the Due Date

Estimated Time — Shows how much time the Task is supposed to take
Actual Time — Shows how much time the Task really took

Date Created — Shows the date when the Task was created

Date Last Modified — Shows the latest date when the Task was modified
Date Started - Shows the date when the task is started

Date Completed - Shows the date when the task was completed

If you don't need any of these parameters, you can easily remove them from your Task List. (see
Customizing Views). If you need more parameters, you can easily add them to your Task list.

# VIP Task Manager Professional [ User: Edit custom fields (x]

- File view) RIEE Help @‘%;f = |1t
Task List W = Lisk New(lns)'ie Type Required  Filtering  Grouping Active
: Custom ko,
R N 1
= i, Options, .. ;
| Filkers bomss
a IE' |ﬁ| Z
2 |a t £ ) ’
- Curren ] e W

Select Custom Fields in Tools menu

.

Click on New button

Set parameters for Custom Field:

Title — Name of this Custom Field

Type — Possibility to select the type of this Custom Field

Allow filtering — Possibility to filter Tasks by Custom Field

Allow grouping — Possibility to group Tasks by Custom Field

Required — This Custom Field is required when adding or editing Tasks

Formula — Possibility to enter some mathematical, logical and statistical formula for this custom field
Active — This Custom Field is activated

Default value — The data used by default when creating Tasks
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Note, that you can edit and delete Custom Fields as well as change their order.

Edit Custom Field

Title: | Total |

Code: | cf_cost | Allov filtering
Type: | Currency w |

Farmula:

1 scf_price * gcf_ont

Additional params;

[#] Active ’ 4 Ok l ’ 3 Cancel l
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1.2. Step 2. Planning
1.2.1. Planning Tasks

All users granted Permission to create, edit and delete Tasks and Task Groups can take part in planning
company activity using Task List, Task Tree and Calendar view. If your company workflow supposes that
only managers may plan work for the staff, the staff should be denied the permission to create Tasks in Task
Groups.

When you name a task, be specific but don’t go FZ&rEt L))

into details you can describe in Notes (see below). % Commerts | 2% wachList | @3 Histoy & CustomFiokls |
You can change “Normal” priority, set by default, | « Geneid | %0 Reminder | 2 Resoures | (4 Attachments | & Note
to the more suitable one: Lowest, Low, High, @me:lwmasmage[F,wdm ] N

Highest or Urgent.

Pricrity: Taszk Group: |3. Planning The Project v|
Estimated Time: Actual Time:
Wk flow

Shatis: Camplete:

Due Date

DatekTime
Start Time: | 18/03/2008 v| 1200 5| CJ&Day
Firish Time: 18/03/2008 v| 1300 2] [ Recunence... |

[ w0k | [ 3% Cancel |

Enter Name of the Task

Edit Task{#19)

fl—'—' Carments 29 wiatch List .éﬁ Histom @ Custom Fields
) General | %7 Feminder | 2 Fesources 4 attachmerts | & Note

Hame: |VIP Tazk Manager Purchase |

—

High i \ Tazk Group: |3. Flanning The Praject v|

@ Urgent )
High

el =,
tz:est v | Complete: m

19/03/2008 v

[=%

DatekTime
Start Time: | 18/03/2008 v| 1200 3| [JanDay
Finish Time:| 18/03/2008 v| 130 2| Recurence..

[ wok | [ % Cancel |

Select Priority of the Task
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You should assign the task to a certain Task Group or sub-Group. When planning a task we recommend you
to set Status 'Draft’ which Notification mode is disabled so you can edit it without sending or getting

Notifications.

25| Comments 29 watch List 1'.':-_ Histary % Custom Fields
L:’;" Genersl | %7 Reminder | 2 Resources 4 Attachments & Note
Marme: |VIF' Tazk Manager Purchase |
Friciity: |® Urgent vl Taszk Group:ﬁmpan}l v| _\
+ =
E stimated Time: |30 rrirLIbess v| Ak ot o @ o o =
Marne oo o L
Bdles: |Defaull v| @ Ivan Susanin o
@ Ernst Mei L o
Statuz |‘§' Diraft v| fBF s, Heizvesiny
i@ Joe Black i}
[]Due Date i@ Backstreet boys ]
| | o Goals ]
o EETT I
[ DatekTime A
Start Time:| | ’ o7 B l ’ bl CanceLJ
Firish Time: || | ‘
[ a Ok ] ’ 3 Cancel l

Double-click on Task Group

You can use RTF editor to support the task with
related instructions or details that will be
displayed in Notes panel at the bottom when the
task is highlighted. Also you can format the
text's font name, size, color, style, etc.

e Select Note tab
e Enter Text
e Format Text

e Click OK

Mew Task

25| Comments 2% watch List .6'-_ Histary & Custom Fields
) General | 90F Reminder 2. Resources 4 Attachments | & Mote
IEERERIONERERNER] | IFERENEE

WIP Task Manager Professional Editon 15 a chent/server
software for team collaboration based on access permission.
Authorized users can sinultanecusly access the commeon
database through Local Network (LA to see, add and edit
certain tasks, if they are grunted appropriate permmssions. It is the
best solution for planmng, scheduling, sharing, tracking and
reporting tasks, appointments, projects, and any company
activities m small and rmidsize busmess, government and non-
government institutes, non-profit and educational organizations.

| v DkM [ % Cancel |

Select Status of the Task
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You can attach a Link or a File to the task. If you  [[FHEsm X

select Link, it will (_:onnect the task with a page in @ Commants 25 wachLit | @} Hipopmmmitimgiagion Fiss
the Internet or a file stored at your PC or in @ | ) Genewal | %" Feminder | 2, Resources
shared folder in the Local Network. If you select
File, it will automatically upload a file to the Q, 0
database. The attachments will be displayed in R, citochment () | HGS p—
Attachments panel at the bottom, when the task is
highlighted.
e Select Attachments tab
e Click on Add Attachment button
w Ok l ’ 3 Cancel l
Edit Attachment E| Edit Attachment E| Edit Attachment E|
URL: ::- k URL: |www.taskmanagementsoﬂ.com!downloadd E]| URL: |www.taskmanagementsoﬂ.coma’downloada’ E]|
Description: | | Description: | | Description: |tr_l,lVIF' Task Managed |
[ w Ok ] IXCanceIl [ w Ok ] IXCanceIl [ Vﬁk IXCanceIl
Select Link or File Enter hyperlink or file location Enter description for attachment,
click OK

Users can easily open the files or Internet pages and save files from Database to their PC's or to shared
folders of other PC's in the Local Network (saving is possible only after you have clicked on OK and saved
the task).
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New Task |z|

| :%-: Cormments || %" Watch List || @L Hiztan Cuztom Fieldz |
| \J General || @ Reminder || % Resources | 4 atachments M

Type Open Attachment (Ctrl+0)| Diescription

Link. btk e, bagk managementzoft com
erzion Hizton, doc

| wok | [ % Cancel |

Select a Link or File and click on Open Attachment

New Task rﬁl

| 8—5 Comments || g-' ‘Watch List || @: History 4 Custom Fields |
| ) General | % Reminder | 2 Resources | 4l Attachments M

Save attachment file (Ctrl+5)i Description

Link. hittp: /Ao taskmanagementsoft. comy

on Histary. doc

| w0k | [ 3 Concel |

Select a Link or File and click on Save Attachment
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1.2.2. Planning Resources

Users can assign a resource or several resources to the task only if they are granted Administration
Permissions (see Setting Resources). Also users can assign to tasks only those Resources which are granted
Assignment Permission (see Setting Resources). If a Resource is not granted Assignment Permission it will
not be displayed in the list of this window.

New Task E|

25| Comments 2 watch & Histary # Custom Fields
) ] - = 0 3
o Select Resource tab D General | %7 Reminder ssources )4l Attachments | & Mote

MHame

e Check Resource(s)

Adminiztrator
Backstrest boys
e Click Ok Erngt Meizvestny
|vvan Susanin
Joe Black,

John Doe

I 3

l Kirkoroey

% Flinton

[ |Lew Talstoy

] |Madonna

[0 |Paul McCarney
] |Ringo Star

4 Ok l ’xCancell
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1.2.3. Planning Time

While scheduling a Task you can estimate the time this Task can take and make a more realistic timetable.
If the task should be done by a certain deadline you can set its Due Date.

2= Comments || 2% watch List || @L Hiztory || & Custom Fields |
'q_l' General | 7@ Reminder || J—’w Resources || 9 Attachments || & Mate |

Mame: |VIF' Task Manager Purchaze |

Priarity: |® [drgent - | Task Group: |Cnmpan_l,l w |
stimated Time: | 30 minutes v ‘Ti.ctual Tirne: |3|:I mirutes v |
ik o IE g m::ﬂ::z 2 14
10 rrilrLte:s =
O T
[ Due Date ——{7 paur 1
2 Ihnurs V_}
[ DatekTime
Start Tirne: | | | |
Finizh Time:| | | | Recurence...

| w0k | [ 3 concel |

Select Estimated Time from drop-down menu

'Jéz Comments || %" Watch List || @: Hiztory || & Custom Fields |
) General | @l Remindsr | 2 Resources | 4 Attachmerts | & Note |

MHame: |VIF' Tazk Manager Purchaze |

Pricrity: |<i> |drgent v| Tazk Group: |Cu:|m|:|any vl

Estimated Time: |30 it e:s vl Actual Tine: |30 minLbes vl

ik Flow | Default w |

Statuz: |‘* Ciraft w | Complete:

Due Date \_
1041042007 v/

. 4 October b 4 2007 »
[] DatekTime MTwTFS S I

Start Time;
12 3 4567
Finish Time: 819 1112 13 14 Fecurence...

15 16 1918 19 20 21
22 23 24 25 25 27 28
23 30 3 & Dk ] [ 3¢ Cancel ]

Check Due Date and select a calendar date
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If a Task should begin at a certain time and finish at a certain time you can set Start and Finish Date and

Time.

25 Comments | 2% watchlist | @0 Histop | @& CustomFields |
) Gereral | %7 Reminder | 2 Resources | (0 Attackments | & Note |
Name: VIP Task Manager Puichase |
Priarity: | <> Urgent | Task Group:  Compary v
Estimated Time: | 30 minutes | Actusl Time: |30 minutes v/

Workflow | Defaul v/
Status: | g¢. Draft v|  Complete:[0% 2]
[#] Due Date
10/10/2007 v/

2] DatetTime \

Start Time: | 1041042007 v| 1285 3| OaIDay

Fivish Tire: 8 MDC;D'TNEF T' ; 25”02' f 2| [ Recurence..

2 SR 510 Py ) (X Corea]

15 16 1819 20 21
2223242526827 28
23 30 31

\_ (o) (0] )

Check Date&Time and select Start Date and Time, select Finish Date and Time

Edit Reccurence

Ewvent, time
Stark: |EID:UU Cl End: |EIEI:DD :l Duration:

Recurrence patkern

Naf (& Daily (%) Every I:I daw

! ‘Weekl
Pric O i () Every weekday
(3 Manthly
E stirvy
() Yearly
R

Range of recurrence

Mo end date
Start: [3/5/2007 ©

o
o () End after: OCCUrrEncEs

OFEndby:  [3/5/2007 v

[ Ok L\\SJ ’ Cancel ] Remove recUrrence

Finich Time: | 341472007 3
-l"'"'—-_
v o

Click on Recurrence button and set recurring Tasks

= ' -
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If you want to remind yourself or your team member of a Task, you can define the exact time of pop-up or
the time period before Start, Finish or Due Date and then select the Resource(s) to be reminded of the Task.

New Task g|
| 2= Comment 2 watch List || @: History || & Custom Fields |
| & General (@ Reminder )} 2 Resources | (4 Attachments | & Mote |
(] Reminder)

oa | | |

(%) Before Start Time v |5 minutes v |

Resources: [Fivish Time w |

Due Date
’ a Ok ] [ 3 Cancel ]

Select Reminder tab and set Reminder

| New Task gl

| 2= Comments 29 watch List || @: History || & Custom Fields |
i) General | T Reminder | 2 Resources | 0 Attachments | & Mote |

Fieminder
om | || |
@ Before | Start Time v | |5 minutes v/
Resources: v/
% & & | &= 6o
[] Administratar

[] Backstrest boys
[] Emst Naizvestny
[ Ivan Susanin
Joe Black

1 John Doe

[ Kirkaroy

Lewv Talstoy

tadonna E—
[ Paul McCartney
] Ringo Star

=

| wok | [ % Cancel |

Check Resources to be reminded of the Task
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1.3. Step 3. Communication

1.3.1. Sending & Receiving Notifications

The program can automatically send notifications to all concerned with the task. In case you don't want a
task notification to be sent automatically you should select a status where notification mode is turned off,
like Draft Status (see Setting Workflow).

Notifications can be sent each time there is a change in the task's attributes, like Name, Priority, Status,
Due Date, Start Time, Finish Time, Reminder, Attachment, Note, etc. Notifications panel displays
received notifications which are checked for each Resource individually in Notifications tab of Resource
dialog (see Setting Resources)

< Matifications =] & 83
- = o
Title Date Created Creatar -~
{[ 1848 ] Wants to take part in the orchestra 871572006 11:00 AM | Administrator :
[ 1814 ] Ordered a march 21542006 10:58 AM Adrinigtrator
[ 1797 ] &l the zongz should be about love B8/15/2006 10:58 Ak Administrator
[ 1780 ] Try to omit the rhymes: tonigh - 2o night, miss - kiss 21542006 10:56 AM Adrinigtrator
[ 1763 ] Leave more music writing for outzourcing 871572006 10:55 AM | Admirmstrator
[ 1746 ] Reduce time to 2 minutes for a song 21542006 10:51 AM Adrmikigtrator
[ 1729 ] Tranzlate songs into native languages 871572006 10:47 AM | Administrator Z
Notifications panel at the left bottom of the screen
Notification panel allows users to mark selected or all the Notifications as read.
“ ¢ Motifications v Motifications
s [y a"%"" o =
ark As Read JCErl+0) | Title Date Created Mark &ll As Read [Shift+Chrl-0) Date Created
[ 1848 ] Wants to take part in the orchestra [ 1848 ] W ants to take part in the orchestra
[ 1814 1 Ordered a march 8/15/2006 10:58 Ak [ 1814 ] Ordered a march 8/15/2006 10:58 AM
[ 1797 14l the zongz should be about love 23/15,/2006 10:58 Ad [ 1797 ] &ll the zongs should be about love 8/15,/2008 10:58 AM
[ 1780 ] Try to amit the thymes: tonigh - s right, miss - kiss 8/15/2006 10:56 Ak [17807] Try to omit the rhymes: tonigh - 2a right, miss - kiss 8/15/2006 10:56 Ak

8/15/2006 10:55 AM
8/15/2006 10:51 AM
871572006 10:47 AM

8/15/2006 10:55 AM
841542006 10:51 AM
8/15/2006 10:47 AM

[ 1763 ] Leave more music writing for outsourcing [ 1763 ] Leave more muszic wiiting for outsourcing

[ 17468 ] Beduce time to 2 minutes for a zong [ 174E ] Reduce time to 2 minutes for a zong

[ 1729 ] Translate songs into native languages [ 1729 ] Translate songs into native languages

Select a Notification and click on Mark As Read Click on Mark All As Read

Also users can filter Notifications to display those you haven't read yet or display only those Notifications
that belong to a highlighted Task.
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¥ Notifications % Notifications
Show UnRead Only Date Created ; ic" |
[ 1848 ] Wants to take part in the orchestra 871552006 11:00 AM [ 9] Order more country music 871552006 11:30 AM
[ 1763 ] Leave more music writing for outsourcing 8/1572006 10:55 AM [ 1712 ] Order more country music 8/1572006 10:46 AM
[ 1729 ] Transzlate songs inte native languages 871552006 10:47 AM
[ 1729 ] Transzlate songs into native languages 851572006 10:47 AM
[ 1712 ] Order more country music 8/1572006 10:46 AM
Click on Show UnRead button Click on Show Noatifications of Highlighted Task

When users activate Notification Description they will be able to see the Types of Notifications they are
subscribed to and changes that took place in Task attributes, such as Status, Assigned Resource, Start and
Finish Date, Priority, etc. If they want to see the Task on the list they can highlight it there by click on Find
task button

% Matifications [ 2 |

o . Date Created Creatar
- Show Descripkion [§
[ 1848 ] Wants to *ﬁﬁJ@tra 81572006 11:00 AM | Administrator

Statusz: Draft -> Created

Start: - -» 8/25/2006

Finish: - -> 8/25/2006

Mew Assignments: Tom Jons o
Eztimated Time: 30m -> 3h Om

Actual Time: 30m -> Zh Om

[1814 1 Ordered a march 8152006 10:53 Ak Adrninistrator
Due date: - -» 8/25/2006 12:00 Ak hd

8
]
i
°

(>

Click on Show Description button

< Motifications = £ 8
) & 31| o |=_| o Find tE‘SkI\,
Title Date h?ﬁ*ﬂ"' Creatar Task group ~
[ 2 ]test1 1/19/20 19155k ot | administrator  |Marketing

Estimated Time: 0h 0Om -2 2h 0m

[ 4 ]testz 1/19/2007 1:25 PM |Administrator |(Development

Mew Assignments: besk

Task has been created

Click on Find Task button
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1.4. Step 4. Management
1.4.1. To Do List Management

VIP Task Manager allows you to manage your company or your team to do lists, projects and schedules.
All three tools are interconnected so you create a task and manage it in Task List, Task Tree and Calendar

view.

Drag a column header here to group by that column

Nurnber Mame Priority Status | Complete  Start Date Finish Date Due Date | Time Left Folder Owner Assigned Estimated Time Actual Time  Info
1 |Destroy competitors' records Highes | In Progress|l 15 % |8/25/2006 10:00|9/2/2006 12:00 ¢ Agressive | Administrator Michael Jacksan 12h Om 7h 0m ;}‘@‘_’m
2 |Buy all the radio airtime Low | Cancelled |_ gf26/2006 11:00 8/31/2006 12:00 Agressive | Administrator Michael Jacksan 8h Om Zh Om o
3|5ell songs free of charge =! Urgent |In Progres: |-25 %o gfz21/2006 | 1d 8h 46m |Agressive | Administrator Michael Jacksan 2h Om 2h Om .;_ér ‘_’m
4|5end songs by e-mail % Marma | Draft | 0% |§/21)2006 12:00|8/2%/2006 12:00 |5{21/2006| 1d 8h 46m |Direct Administrator Michael Jacksan 30m 30 @‘@ |

Task List view shows you Tasks as a 'to do list'. It is very useful and powerful time and task management

tool for prioritizing, sorting, grouping tasks.

# VIP Task Manager [ User: Tom Jons | [DataBase: 192.168.0.9:C:\Prog

: File Yiew Tools Help

Task List |Task Tree || Calendar || Resource List |

N o | o

-]

[P R

=g “four-Compary-Marme
-@-' Marketing

AT Caln

Sell songs free of charge

o Send songs by e-mail

Select a task, click on Increase Priority button

W YIP Task Manager [| User: Tom Jons ] [DataBase: 192.168.0.9:C:\Prog

: File Yiew Tools Help

Task List | Task Tree || Calendar | Resource List |

2 VIP Task Manager [ User: Tom Jons | [DataBase: 192.168.0.9:C:\Prog|

© File “iew Tools Help

Task List |Task Tree || Calendar | Resource Listl

@ Task Groups

G er e oy

f et el

Mame
Destroy competitors' records

=g Your-Company-Narme
'@J M arketing

S e alaa

Buy all the radio airtime

Sell songs free of charge

! Urgent | In

o Send songs by e-mail

Morma | Dr

Click on Manual Sorting and Move Up button

: File Wiew Tools Help

Task List |Task Tree | Calendar | Resource List |

e @y & ©= @

Click on any column header to sort tasks

L L L L L | EE EHE -
feher oy eser | B 1S G |“l| -
i@ Task Groups
@ Task Groups @8 Drag a column header here to group by that column -
g g : . o
| Em &= & a | er e ey

|- o ey Marne Friority ¢
& & |98 Sell songs free of charge %! Llrgeq:h Pl oo
- - T |ordered a march ? OFgent | CF: = e Your-Compary-Mame
BLE.'J You;\;lto:;npfany-Name L Destroy competitors' records % Highes | In E}'@.—' Marketlng

= h =

n@-' - E:r — a Try ko omit the rhymes: tonigh - so right, | = Highes | D s

t 11l
@za

=
=A

I=I Priority : Urgent

Skatus

Ordered a march

Draft

Sell songs Free of charge

In Progress

I=I Priority : Highest

Drag & Drop a column header to group tasks
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1.4.2. Project Management
Mame Status | Complete | Priority Stark Date Finish Date Due Date Time Left Assigned Owner | Estimated... Actual ...
=g |Company

=g |Project Administr

=g/ |Stage 1 Administr
) | Task1 Draft 0% % Mormal §/19/2006 12:00 | - 15h 28m |Tom Jons Administrat 30m 30m
@ |Taskz Draft 0% % Mormal |8/19/2006 3:28 F 8/19/2006 3:58 F Tom Jons Administrat 30m 30m

@ Stage 2 Administr

Task Tree view shows Task Groups and Tasks as 'projects’. It is very useful and powerful project
management tool for creating hierarchy of Task Groups and their Tasks. If users highlight a Task Group
they can easily create its Sub Groups and Tasks.

@ VIP Task Manager [ User: Administrator | [DataBase: 192.16

. File “iew Tools Help

Task List | Task Tree

Calendar || Resource List

Eotéei‘qqu;

-

Filter:= ™

ﬂ"f

Mew Folder

B © |?|ﬁ Il changestatus ~ 5

W

Chrl+G)
'/ W

-~

@
BT .

Mame
Mumber i}
Status all

gy

4F

[

[=hig | Company

& &

Stage 1

@ Task 1
@ |Task 2

Stage 2

Mame

Highlight a Task Group, click on New Folder button

& VIP Task Manager [ User: Administrator | [DataBase: 192.16

. File “iew Tools Help

Task List | Task Tree |Calendar Resource List

ol o o e | © © |E| # I changestaws~ 5,

g | Mame
- =Hig | Company
E M. =Hiar |Project
5 =& XN
Name @ |Taskl
Mumber ] = @ |Task2
Stabuz All - & |stage 2

Highlight a Task Group, click on New Task button
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1.4.3. Schedule Management

Monday, August 21

Tuesday, Augusk 22

Tam Jons

“Wednesday, August 23

Thursday, August 24

Friday, August 25

700

30 1 Translate s0ngs inko native

languages
8 a0 guag

30

9 ao
30

2 all the songs should be about
lowe

Wanked more drums

Witants to take part in the

@' Order mare country music

orchestra

10 ao
30
11 ao
0

3

@ Try to omit the rhymes:

tonigh - sa right, miss - kiss

L

Crdered a march

Calendar view shows Tasks as 'schedule’. It is useful and powerful schedule management tool for making
time tables of meetings, appointments and events.

Task List
o @ @ | B: @

Drate Mavigator

4 August 2006
SMTWTFS

Task Tree | Calendar

Resource Lisk

234

September 2006 B
SMTW TF S

123 4 5 1 2 -
& 7 8 9101112 345674843 8
13440505 17 18[19] 7|10 11 12 13 14 15 16 30

| 2 33242526 =17 13 19 20 21 22 23 g oo
2q2alia 3031 24 25 26 27 28 29 30 a

October 2006 Movember 2006 10 %@
SMTWTF S SMTW TF S 30
123456 7 123 4 i

g 9101112 13 14 56 7 8 91011 11
15 16 17 18 19 20 21 12 13 14 15 16 17 18 30
27 73 24 25 26 27 28 19 20 21 22 23 24 25 12 pm
| 29 30 31 | 26 27 28 29 30 a0
100

Select a date

Task List | Task Tree | Calendar | Resource List
o8 B & | ©F © £

Diate Mavigator =38
4 August 2006 September 2006 p
SM TWTF S SM TWTF S

123 45 12 -
& 7 & 9101112 34567484 8
4 1011 12 13 14 15 16 3a
17 18 19 20 21 22 23 g o
74 75 26 27 28 29 30 -
October 2006 Hovember 2006 10
SM TWTF S SMTWTF S 30
1234567 123 4 -
8 910 11 12 13 14 56 7 8 91011 11
15 16 17 18 19 20 21 12 13 14 15 16 17 18 30
27 73 24 75 26 27 28 19 20 21 22 23 24 25 12 em
|29 30 3t |26 27 28 29 30 0
1 00

Select several dates

30 min ¥ .

Tom Jons
Maonday, August 21

2% A&l the songs should be
about love

¥ Give live concerts in Central
& Fark

¥ Send songs by e-mail

0min M
Tom Jans
Mon, Aug 21 Tue, Aug 22
& Al the 1 Translate
s0ngs songs inko
should be native
about languages
& Give live
o CONCEFES
" in Central
Fark & Boost
;| salesin
& Send Hlaska
g SO0ngs by
o e-mail
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Users can create Tasks for the certain Dates and Time periods.

Task List | Task Tree | Calendar |Resource List

4 August 2006
S M TW TF 5
1 23 4 5
6 7 8 9101112

=213 14 15 16 17 18[19] -

w2021 22 23 L0825 26
=27 28293031

October 2006
S M TW TF 5
1 2 345686 7
§ 91011 12 13 14
215 16 17 18 19 20 21
22 2324 25 26 27 28
w29 30 31

September 2006 »
S M TW T F 5

R A=) Pavsfouws ][ s0mn &
D ate Mavigator (O 2y x| Torn Jans
Thursday, August 24

1z 8 uli] % Wants to take part in the
“'3 456789 orchestra
1011 12 13 14 15 18 30
=17 18 19 20 21 22 23 9 oo
= 24 25 26 27 25 29 30 |
=T
MNovember 2006 10 oy
S M TW T F 5 3
1 2 3 4 I
0
5 6 7 8§ 91011 11 5
w12 13 14 15 16 17 18 3_
19 20 21 22 23 24 25 12 ]
26 27 26 29 30 -

Select a Time Period

Task List | Task Tree | Calendar |Resource List

o

I%Q-‘ <
Dat &'

=,
LN L-.:_'.'!

El

Mew Task JIns) |

4 August 2006
SMTWTF S
123 45
6 7 8 91011 12

=13 14 15 16 17 18[19]
| 2021 22 232025 76
=27 28 29 30 31

Ockober 2006
SMTWTF 5
1 2 3 4586 7
5 9101112 13 14
215 16 17 18 19 20 21
22 23 24 25 26 27 28
|29 30 31

Click on New Task button

EFa Tom Jons
Thursday, August 24
September 2006 b
SMTWTF S
D 8 0d % Wanks to kake part in the
3456789 orchestra
1011 12 13 14 15 16 30
=17 1819 20 21 22 23 9 oo
w24 25 26 27 25 29 30 a
Movember 2006 10 0o
SMITWTEF S a0
1 2 3 4
uln]
56 7 85 91011 11
12 13 14 15 16 17 18 30
1920 21 22 23 24 25 12 pm
w26 27 25 29 30 -

User can reschedule Task by dragging and dropping it all over the Schedule.

Task List | Task Tree | Calendar |Resource List

Date Mavigator

Task List | Task Tree | Calendar

a+a

4 July 2006
SMTWTFS
2 1
2345678
=011 12 13 14 15
=16 17 18 19 20 21 22
0| 23 24 25 26 27 26 29
a0 31
September 2006
SMTWTFS

213 14 15 16 17 18 19

August 2006 »
SMTW T F S

[z 3 4 5

6 7 & 91011 12

=

800

v 20 21 22 23 24 25 26 G0
=27 26 29 30 3 gw
30

October 2006
SMITWTEFS 10 oo

Purchase of VIP Task Manager

D ate Mavigator

| R.esource List

a2+a

4 July 2006

SMITWTF S
2 1

2345678
=10 11 12 13 14 15
=16 17 18 19 20 21 22
0| 23 24 25 26 27 28 29
=30 3

September 2006

SMTW TF 35

Drag & Drop Task across the Schedule

August 2006 »
SMTWTF S

[ 2 3 4 5

& 7 8 91011 12

#1314 15 16 17 18 19
W20 21 22 23 24 25 26
w27 28 29 30 31

Ockober 2006
SMTWTF S

800

30
9 oo
30

10 uli]

Purchase of YIP Task Manager
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1.5. Step 5. Tracking & Reporting
1.5.1. Applying Filters

After your employees or your team members received notifications about tasks assigned to them and started
working on their task, they can update the tasks. Once they made any changes in tasks you will receive
notification about that as the task owner so you will be able to track your company progress. The program
allows users to track Tasks status, % of accomplishment, time left till deadlines, actual time spent, etc.

Database may contain thousands of Tasks so we strongly @ Task Groups B30
recommend all the users to apply filters that help to focus on actual T o ol | & &
tasks. ' :

' Set Filter | .
You can set filters for a certain Task Group you or your team is e YourCompanpMame 0 4
working on at the moment. =@ Marketing

]
0
@ Agresive 3
@ Direct 4

]

e Select a Task Group in Task Groups panel

=g Sales

. . ol LIS Market 2
e Click on Set Filter button @ Worldwide 2
+ g Products 0w
Filters panel is a powerful tool to display tasks with a certain names, ——s=saesesee 2 22
(" Task List - Filters = EE

numbers, statuses, priority, date range, owners and assigned

23
resources. Current B % »
r il v,

Apply Filker For Task List (Shift+Crrl+T
~

e Choose filter settings ID 2
| Status ated.In Progress w
- - Pricrity
° CIICk on Apply Fllter bUtton Actual Time o 5
. . . . . Estimated T & D;Draft :
If you use a certain combination of filters often you can save it and |- g, pute
then choose it from the drop-down list. Dt Frange| [ SEEanEegess
s ] Cancelled
Date Create i [ Completed
Date Last M| 2, 1M verified
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1.5.2. Watch List

If some Tasks don't relate to you directly, but you need to receive notifications of them, there are two ways:

1. You can subscribe to notifications of Tasks assigned to certain Task Groups (folders)

Edit Task(#83) X]

| h,_)) Gereral | 7 Reminder | 2 Resources || @ Attachments || & Mot |

[%_—5 Comments %" Wwhatch List

\_Lli': History ||

& Custom Fields

Lizt of supervizars
[ | Administrator
[ |Tom Jons
President

F Eeb Desigher
L]

Developer

Financial Directar
M arketing Manager
Sales M anager
Techrical Support

[ w0k | [ 3 concel |

Select Watch List tab in Edit Task Group dialog

2. You can subscribe to notifications of Tasks assigned to a certain Resources (users)

Edit Task{#83)

X]

| h,_)) Gereral | 70 Reminder | 2 Resources || @ Attachments || & Note |

lMI 27 watch List I_ll_i': History |

% Custom Fields

EE OO
EE OO0

Lizt of supervizars
[ | Administrator
[ |Tom Jans
Prasident

Developer
Firancial Director
td ark eting t anager
Sales Manager

5 e o

Technical Suppart

E eb Dezigher

[ o Ok l ’xtlancel

l

Select Watch List tab in Edit Resource dialog




VIP Task Manager Pro User Start Up

1.5.3. History
You can track the history of all changes in Tasks from their creation to completion.

e Select History tab in Edit Task Dialog

Edit Task{#14) X

| h_._l' General || @ Reminder || 2 Resources | @ Attachments || & Note |

| 25| Comments " 5 wiateh List | @l Higtony | | Custom Fields |
€

Lizt of changes:

‘Tom Jons' at 1;/29,/2007 3:50 PM
Task has been created

Comment has been changed
| can't do this Task nowe. | have to finish my previous task.
‘Administrator” at 1/29/2007 3:51 PM
Cornrment has been changed [%
Put off all ather tasks. This one is extfemely important!

v o
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1.5.4. Customizing Views

Users can customize the Task List and Task Tree view by adding columns from the list or removing
columns they don't need.

Mumber

Marne

%\L Sort Ascending

E\L Sort Descending

Clear Sorting

=4 Group By This Field

= Group By Box

Fooker

Group Fookers

1= align Left
1= | align Right

I= Align Center

1
1

- Best Fit

1 Best Fit {all calumns)

Right-click on column header, select Remove This Column

Priority
5 = Highest
= Low

Urgent

= Mormal
its - High
Park :
.price

Morrnal
Mormal
Morrnal
High
.anguages Maormal
-r a sang Marmal
. Lo
Highest

Mormal

* auksaurcing
oh - soright, m
It love

Urgent

Mormal

chestra Maormal

Status | Complete Start Date Finish Date Due Date  Time Left
InProgress |W 15 % |Bf25/2006 10:00, Y2[2006 12:00 &
Cancelled LO0Se B/26/2006 11:00,|5/31/2006 12:00,
In Progress |[RES % glz21/2006 | 1d 6h S6m
Diraft 0 % a/21/2006 10:00,8/21/2006 12:00 | 8/21/2006 | 1d 6h S6m
Completed |BABESEY 5/22/2006 1:00 PI|9)7/2006 12:00 A
Draft 0 % 8/21/2006 9:30 A |5/21/2006 10:30,
Werified 100 % G/21/2006 | 1d 6h 56m
InProgress |@0AL  |5/21/2006 8:30 A 8/21/2006 10:00,
Created 0 % 8/23/2006 5:30 A |5/23/2006 10:00,
InProgress || 5% | B/22/2006 5:30 A|5/22/2006 11:30,
Diraft 0 % 8/23/2006 | 3d 6h S6m
Completed |WMBEEY 5/27/2006 10:00 .| 9/5/2006 12:00 A
Drraft 0% |8/23/2006 10:30,8/23/2006 1:00 P
Drraft 0 % 8/21/2006 5:15 A |5121/2006 2:15 4
Draft 0 % 8/25/2006 9:30 A |§)25/2006 11:00, 8/21/2006 | 1d 6h S56m
In Progress |6 %% |8f21/2006 2:00 Pl 8/21/2006 3:30 PI
Created 0 % Gf24/2006 5:00 A |5/24/2006 9:30 A

Users can customize Calendar view by adding or removing Resources Schedules, displaying Schedules for
various time periods, changing Time Interval.

Drate Mavigator

4 Augusk 2008

SMTWTFS
12345

6 7 8 9101112

13 14 15 16 17 18[19]
| 20 EEEEE]24 25 26

272829 30 31

@ Taszk Groups
o"
“I Filters - Calendar
w

% Motifications

@24

September 2006 p

Manday, August 21

Tom Jons
Tuesday, August 22

‘Wednesday, August 23

‘. Translate songs into

nakive languages

S M TW T F S
1 2
on
3456 7 59 8
1011 12 13 14 15 16 30
17 18 19 20 21 22 23 g oo & all the songs should be
24 PR 26 27 25 29 30 - abouk love
10 i} = wanted more drums
=28 g
e 11 0o
= 30
=238 1
Ry~ H [T%— < |
Show More Resources

@+a

Display more or less Resources Schedules

fof Order mare country
1| music

@i Try ta omit the
rhvmes: tonigh - so
right, miss - kiss

Attachments
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Task Lisk

et g Gy e ©

Date Mavigator

L | Augusk 2006
SMTW TF S
123 45
6 7 8 91011 12
13 14 15 16 17 18[19]
z-|:|21 22 23242526

2728293031

Cctober 2006
SMTW T F 5
1 2 3 4 5 6 7
g 9101112 13 14
15 16 17 15 19 20 21
22 23 24 25 26 27 26

129 30 31

Task, List

B @ B: | B ©

Date Mavigator

L | August 2006
SMTWTF &
12345
& 7 & 9101112
13 14 15 16 17 18[19]
| z0E3l22 23 24 25 26
2728293031

Cctober 2006
SMTW T F 5
1 2 3 4 5 6 7
5 92101112 13 14
15 16 17 15 19 20 21
22 23 24 25 26 27 28

12930 31

Task Tree | Calendar

Task Tree | Calendar

Resource List

S

L Week Yiew

Ctri+2)

Ll |

Tom Jans

September 2006
SMTW T F 35
1 2
3456 7 859
10 11 12 13 14 15 16
(17 18 19 20 21 22 23
24 25 26 27 28 29 30

Movember 2006
SMTW T F 35
1 2 3 4
S 6 7 8 91011
12 13 14 15 16 17 18
19 20 21 22 23 24 25
= 26 27 28 29 30

Select Weekly, Monthly or Yearly Schedule

Resource Lisk

@8

September Z00&
SMTWTF S
1 2

3456 7 8 9
10 11 12 13 14 15 16

(17 18 19 20 21 22 23

24 25 20 Z7F 28 29 30

Movember 2006
SMTW T F 5
1 2 3 4
5 6 7 & 91011
12 13 14 15 16 17 15
19 20 21 22 23 24 25

|26 27 28 29 30

Gi30am &

10:00am & 587 =

Maonday, August 21
All the songs should be about

Give live concerts in Centr

Thursday, August 24

Z:00am  9:30am ‘“Wants to kake part in th

G:30am

Tuesday, August 22

Translate songs inko nakive lal

15 min

&0 min
30 min

Friday, August 25

Q30am 11:00am E Ordered a march

Tarm Jans

Maonday, August 21

10 rin
& min
5 min

800
1

¥ All the songs should be about love

10 0a
15

30

2 Give live concerts in Central Park

Change Time Interval
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1.5.5. Exporting

Users can export Task List and Task Tree view to HTML and MS Excel to add this information to their
reports or publish on corporate website.

C:\Documents and Settings\Wser\Desktop\Untitled-2. html - Microsoft Inte Ed Microsoft Excel - vip_tm_export_view.xls
e Favort S B19 - e Purchase YIP Task Manager
ile i iew  Faworites  Tools 14
e A E [ ¢ D E
Mumber Mame Priority Status | Complete
1
Mumber Mame Priotity | Status | Complete 2 1 |Destroy competitars' recards Highesk InProgress | 15 %
1 | Destroy competitors' records Highest | In Progress 15 % 3T 2 |Buy all the radio airtine Lo Cancelled 7 1009
2 | Buy all the radio airtime Low Cancelled 100 % 4 F 3|5ell songs free of charge Urgent: InProgress | 25 %
r g— r 2,
3 | Sell somgs Free of charge Urgent | In Progress 25 % 5 o 4/5end songs by e-mail N?rmal Draft o D
B 5 |Hand out songs on the skreets High Completed 100 %
- il o,
4| Send songs by e-mai Mormal | Draft o % 7 & |@ive live concerts in Central Park Mormal Draft F 0%
5 |Hand out songs on the streets High | Completed 100 % g 7| Correlate song price with oil price: Morrnal verified F o109
6 | i5ive live concerts in Central Park Mormal | Draft 0% gl 8 |Boost sales in Alaska Marmal InPragress | 70%
r - : r 2,
7 | Correlate song price with oil price Mormal | Werified 100 % 10 b #|Order mare country music High Created b 0%
11 10| Translate songs into native languages Morrnal In Progress 5%
& | Boost sales in Alaska Mormal | In Progress 70 %
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1.5.6. Printing

Users can print Task List and Task Tree view to present reports, take to do lists out of office, etc.

Ee Print Preview

File ‘iew Format Go

BEod 250 H EH 22808 0 | 1 = =k
Margins  Left: 05" Top: 05" Right: os" Botkam;: 0.41" Header: 0.1"| Footer: oz"

Mumber Mame Pricrity Status | Complete Start Date Finish Date Due Date | Time Left Folder Assigned
1 |Destroy compekitors' records % Highest |In Progress I 15 % |8/25/2006 10:00,|9/2f2006 12:00 A Agressive | Michael Jacksan
Burn 'em all
2 |Buy all the radio airtime % Low Cancelled §/26/2006 11:00,|5/31/2006 12:00, Agressive | Michael Jacksan
3|Zell songs free of charge g! Urgent |In Progress .25 kS 8/21/2006 | 1d Sh49m Agressive |Michael Jacksan
Time Limited Offer
4|Send songs by e-mail % Mormal | Draft 0% |B8/21/2006 11:30./5/21/2006 1:00 PI|8/21/2006 | 1d Sh 49m Direct Torn Jons

Attach texts to the letters
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