
VIP Task Manager



How VIP Task Manager works

You and other users, sitting at their PC’s, can 
simultaneously see, create and edit tasks in 
the common database that is stored on the 
server in your local network.



VIP Task Manager tools



To Do List view

Create, Duplicate, Edit 
and Delete Tasks 
Change Tasks Status, 
Priority and Order

Group Tasks by 
Columns (drag&drop)
Sort Tasks within 
Columns



Project Tree view

Create, Edit and Delete 
Projects 
Set Hierarchy of Tasks 
and Task Groups 

Change Tasks Priority 
and Order 
Sort Tasks within 
Columns



Schedule view

Create, Edit and Delete 
Employees Schedules 
Schedule Tasks, Events, 
Appointments, etc 

Display Assigned and 
Unassigned Tasks 
Display Tasks for a 
Certain Time Period



Employee List view

Create, Edit and Delete 
Human Resources 
Group Resources by 
Columns 

Sort Resources within 
Columns 
Assign Human 
Resource to Roles



Task Groups panel

Create, Edit and Delete Task Groups
Change Task Group Order 
Set Filter by Task Group 
Expand and Collapse Task Groups



Filters panel

Create, Edit and Delete 
Filters
Filter Tasks by Name, 
Number, Status, Priority 
Filter Tasks by Date or 
Time Period 
Filter Tasks by Owner, 
Assigned Resource



Notifications panel

Automatically Send and 
Receive Notifications 
Show Notifications of 
Highlighted Task 

Mark Selected or All the 
Notifications as Read 
Show and Hide 
Notification Description



Permissions panel

Allow or Deny 
Permissions to See, Edit, 
Delete Tasks

Set Permissions 
Inherited from Parent



Resource Assignment panel

Assign Tasks to Human 
Resources

Edit Human Resources



Notes panel

Create, Edit and Delete 
Notes 
Preview and Print Notes

Set Text Alignment 
Change Font Size, 
Name, Style, Color in 
RTF Editor



Attachment panel

Upload Files to 
Database 
Attach Links to Files or 
WebPages 

Open and Save 
Attachments
Delete Attachments



Roles panel

Create, Edit and Delete Roles
Assign Human Resources to Roles



Date Navigator panel

Select Particular Date or 
Dates for Display
Highlights Dates with 
Scheduled Tasks



Setting Task Groups

You can use Task 
Groups for tasks 
associated with 
departments, projects, 
products, clients, etc. 
Before you start setting 
VIP Task Manager you 
should decide which 
way is better to gather 
logically- related tasks.

Select Task Group

Click on New Group button



Setting Tasks

Tasks have many 
default fields, like 
Name, ID, Priority, 
Status, Start Date, 
Finish Date, etc.
If you need more 
fields, you can easily 
add them to your 
Task list. Click on New button and set parameters



Setting Workflow

If you have different 
types of Tasks, you 
can create different 
Workflow types and 
create different 
Statuses within each 
Workflow. 

Click on New 
Workflow button

Set parameters



Setting Roles

A role allows you to 
assign specific
permissions to a user 
group. 
For example, 'Team 
Leader' Role may allow 
to view, create, edit and 
delete all the Tasks and 
Task Groups, while 
'Team Member' Role 
may allow only to view 
and edit particular Tasks 
and Task Groups. 

Select Resource List tab

Click on New Role button



Setting Resources

Your company 
resources may include 
any human resources 
available, ex.: 
employees, partners, 
contractors, etc. i.e. all 
concerned in company 
activity. 
You should make a list 
of resources to assign
them to Tasks.

Click on New Resource button

Enter Resource information



Setting Resources

When you assign a 
Resource to a particular 
Role or Roles, this 
Resource is granted
permissions of this Role, 
so you don't have to set 
permissions for each 
Resource individually. 
Notifications tab allows 
you to choose the 
types of Notification this 
Resource should 
receive. 

Select Roles tab and check boxes

Select Notifications tab and check boxes



Setting Permissions

You should grant each 
Role or Resource its 
permissions to see, 
create, edit and delete 
Tasks in Task Groups. 
The permissions granted 
for a Task Group are 
automatically inherited
by its Sub- Groups and 
Tasks.

Select Task Tree tab

Highlight a Task Group



Setting Permissions

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 granted 
permissions now. 
You can grant 
permissions to each Role 
or Resource at once if 
you select several cells, 
ex. view, create, etc

Select a permission cell(s)

Click on Allow button
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