
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



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



Resource Assignment panel

Create, Edit and Delete 
Human Resources

Assign Human 
Resources to Tasks



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



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 Resources
If a Resource is a user of 
the program you should 
grant check Login 
Permission
If a resource can be 
assigned to a Task you 
should check Assignment 
Permission. 
Administration Permission 
allows the Resource to 
create, edit and delete other 
Resources, that's why we 
advise you to leave this box 
unchecked.

Click on New Resource button

Enter Resource information
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