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1 Introduction
1.1. What is VIP Task Manager

VIP Task Manage Professiond Edition is a client/serve softwase for team collaboration basel on
acces permissios. Authorized uses can simultaneousi acces the comman databas through Locd Network
(LAN) to see, ad ard edi certaintasks if theyaregranted appropria¢ permissionsilt is thebeg solution for
planning scheduling sharing tracking and reporting tasks appointments projects and any compan

activities in smal and midsize business governmeh and nongovernmenh institutes non-profit anc
educationabrganizations

Thank you for choosing VIP Task Manager

We sincerely hope you enjoy our progran
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2 User Start Up

2.1. Step 1. Setting
2.1.1. Setting Task Groups

After you hawe successfull installed VIP Tak Manager you can stat organizirg your compary activity,
roles resourcs and workflow into one comman databaseAs progran Administrator you can chang thest
setting anytime and pernotherusers tachangehem ifthereis ateamthatmanages yourompanyworkflow.

Compaly activities shoul gathe logically-relatel tasks into tak groups Your compary may hawe process,
project, product, client-, etc.orientedactivity, so youshoulddecide which ways better for youcompany

g Tazk Groups =& 8 o Task Groups = £ 8
oY o Gy G
C et ey Ta s N et ey Ta i )
- o EE - o EEIN
i Production 0 =higr! "Start-Up' Project 0
i Salex 0 i Stage 1 0
i Marketing 0 i@ Stage 2 0
i@ Cusztomer Service 0O i@ Stage 3 n
i Technical Support 0 =g 'Launch' Project 0
i@ Accounting 0 i Stage 1 0
i Human Besources 0 i@ Stage 2 0
i@ Adminigtration 1] i@ Stage 3 n

Processoriented Projectoriented
o Taszk Groups = &8 o Tazk Groups = &8
e: oF 6y e oF 6
Lot ey e s i Lot ey e r
- o BT - o T
=hg Shower Gel n g 1BM n
@ Orange droma 0O @ wfall-kart 1
- Lemondroma 0O i@ General Motors 0
@ Apple Aroma 1] @ Boeing 0
=t@- Shampoo n i@ CocaCola n
i@ ForMen 1] i@ Procter & Gamble 1
@ Forwomen 1] @ McDonaldz 0
o ForKids 1] o AlG 0
Productoriented Client-oriented

The parent Task Group is created by diéfand has a name of the database file. You can rename it
want




VIP Task Manager Pro User Start Up

@ Task List - Groups = £ 8 @ Task List - Groups =8
“:33 . B_?a Mesw Group (CtrI+G]||

SelecfTaskGroup Click onNew Group button

Mew Folder

) General | < Resouces | & Mote | 2% watch List| & Custom Fields|

M ame: | Projects |

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

I Vﬂkw ’annceI]

Enter Name of Task Group and cliok

If main Task Groups are not enough, you can creatgmups the same way you created main c
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@ Task Groups = & 83 @ Task Groups = £ 8

et e e : .@“%ér (¥

e = x o F

: @ 85 | i@k @ : B Mew Group {Ctrl+G}|’_

=g Company 1] =g Compary n
e Departments 0 igr Departments 1]
e Projects 0 g Projects 1]

° m T Foducts
@' Clients 0 i@ Clients

=

Select a Task Group Click on NewGroup button

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

Mew Folder

Mame: |"»-’IF" T ask Managed |

Taszk Group: |F'ru:uduu:ts L |

e 9;% 3 Cancel

Enter Name of Task Group and cliokK
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g Tazk Groups = £ 8

o ® &y
Anothe important thing you shoul do is to creat personaTask

o of | Te &

Grow for ead tean member They use thes folders to manag M
minor tasks (ex: the tasks they shoutl do to complee the task: | =@ Company L
assignd to them by their manager) By defaut no one else excep g Projects a
for that particula use will be able to see his or her Tak Group anc @ Stage 1 0
tasksin it. Let's nat do it now as there is an option to creae thest @ Stage 2 a
Tak Groups automaticay when addirg new uses (see Setting @ Stage 3

Resources e

]

& &
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2.1.2. Setting Roles

A role allows you to assign specific permissios to a use group i.e. permissia to view, create edit anc
delek Tasks ard Tak Groups For example 'Team Leadel Role can allow to view, create edit and delete
Tasks and Tak Groups while "Tean Membet Role can allow only to view ard edit Tasks and Task
Groups If you dont wart to restrid your uses at all, there is a defaut Role 'Unlimited that automaticall
grantsall permissions foall tasks

@ VIP Task Manager [ User: Administrator ]

: File Wiew Tools Help

Task List | Task Tree | Calendar|| Resource List

L

L 2 & | B[]

Roles LY X |

i, P G . Mame A

[

| M ame |

SeleciResourcelList tab

@ VIP Task Manager [ User: Administrator ]

. File Wiew Tools Help

Task List | Task Tree | Calendar | Resource Lisk

T L-_::“'_! |E|= T .
Roales L X |

: | d ) )
: é‘%“ i - Mame w
I ... MNewPRolz| Hame |

Click on New Rolebutton

# New role

Marmne: | Teamn Leader |

[ vﬂkw | ¢ Cancel |

Enter Name of Role and cli€dK

When you creat arole, it is denied any permissiam by default You shout grart ead Role its permission
to manag Tak Groups The permissios grantal for a Tak Grou are automatical inherited by its
SubGroups and Tasks. Faxample, if youallowed TeamMembef Role to view and edit Tasks in 'Project
Task Groupit will be able to view anedit Tasks in Task Group 'Statje 'Stage?’, 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

. File Miew Tools Help

Task List | Task Tree |Calendar Resource List

o T o [#| % J | change status -

I Filters - Task Tree P |

“ vORY

R B . =g | Project
E @ [Stage 1
Mame

[=Hgr!  Company

@' Stage 2

SelecfTaskTreetab

@t o @ & © © |€| 1 I change status -

I Filters - Task Tree Z 8

¥ ¥ LW

=g Company

= o T
i@ [Stage

@ Stage 2

Highlight a Task Grou

MHame

Permissios pané is in the right bottam of the progran window. Above the permissim grid ther is aline
thattells you which Task Group or Tagkhighlighted andyranted permissions nc

Permizzions Permizzions
Fl ke
¢ - - e [l k -
Task group: "Project’ / Tas . i
Allon
Roles Wi Create Ralez Wi Create

0" Deny(By Parent)
%+ Deny(By Parent)
srent) é\ Allow[By Parent]

Team Leader %" Der(By Parent)

Deny(By Parent]
=0 Allw(By

Selecta permissiorcell

Team Member

Admirnistrator

Team Leader OF Deny(By Parent) | 2" Denyl(By Parent]
\ %+ Dery(By Parent)

é‘ Allow[By Parent] é‘ Allow[By Parent]

Team Member Deny[By Parent)

Administrator

Click on Allow button

If dont wart a SubGroup or a Taxk to inherit permissios of its Tak Group but rathe have permission
differentfrom its parent Group, you carhangsdts permissiongndividually.

Task List | Task Tree |Calendar Resource List

et e ey & o © |§| 1 Il change status -

Permizzionz

" Filkers - Task Tree ZRA J
[=hg \Company
¥ DB, =g Project

E | oEm

Highlight a TaskSubGroup

Fioles Demy| Wiew Create
Bllow[By Parert] %+ Demp(By Parent)
é‘ Billae & Deny(By Parent)

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

Team Leader
Team Member
Adrminigtratar

Selecta cell andclick on Denybuttor

Alternatively,if youneeda Sub-Groupor a Taskto inherit permissiongrom its parentTaskGroup,you car

cancelits own permission:
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1 Highlight a Task Group or Ta

1 Selecta permissiorcell

9 Click on Inherited From Parentbuttor

Permizzion:

Inherited From F‘arent| Wiew

Team Leader

Team Member

=L Al

Create

%; Dery(By Parent)

Adriniztrator

g\ Allow[By Parent]

g‘ Allow[By Parent]

Note: You cangrantthe samepermissiongo severaRolesat onceif selectecappropriatecells

=8

Permizzions

Foles & Wi
Team Leader S Deny
Team Member é‘ Allo

Adrministrator

g‘ Allow[By Parent

DenyBy Parent]

- DerylBy Parent]

DenylBy Parent]

- Diery[By Parent)
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2.1.3. Setting Resources

Your companyresourcesnayincludeanyhumanresourcesvailable ex.: employeespartnersgcontractors
etc.i.e. all concernedhowever we adviseyou to addonly people(users)whowill usethe programin the
LAN.

# VIP Task Manager [ User: Administrator ] [DataBase: 192. ¥ VIP Task Manager [ User: Administrator ] [DataBase: 192.

. File Wiew Tools Help . File Wiew Tools Help
Task List || Task Tree | Calendar]| Resource UStE Task List | Task Tree Calendar| Resource |-i5t|
- A= N EEe
Raoles L | Fiole: Mew Resource Ins}| 208

P L . Mame w E-Mail DG 0P R o Marne “ E-Mail
M ame Administrator M ame Administrator
[ |Team Leader [] | Team Leader
[ |Team Member ] | Team Member

Selec Resource.ist tab Click on New Resourc buttor

Generd tab allows you to ente sone Resourc Edit Resource X

information sud as name e-mail, department job ) General |20 Roles | © ¥ Notifications | 2% watch List
title, addressand phore number If a Resoure is a
use of the progran you shout grart ched Login

M arne: |TDmJDns

Permission If a Resoure is allowed to create edi
ard delee othe Resources you shoutl checl
Administration Permissior Set passward: |1 |

Permisziohs

Login Assignment q@dministratian
i

.. . E-tail: |LionsE 5
Permissio se a passwod for Resoure to log in. The S eoreary con |
Resoure can chang this passwod later when he or Department: | Show Business |
she stars using the software If a resoure can be Jobtile: | Star |
assigne to a Tak you shoubl chek Assignmen Adess: [Forgat |

Phone: |Don't even think about it!

9 Enter Resourcenformatior
9 Check oruncheckcheckboxe
9 Click OK

| wok | [ % Cancel |
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When you assign a Resoure to a particula Role or
Roles you created this Resoure is grante(
permissios of this Role For example If you assig a
Resoure to 'Tean Membet Role which allows only
to see ard edit the Tasks in Tak Grouw 'Projects'this
Resoure will not be able to creat and delee Tasks in
Tak Grow 'Projects' It saves your time as you don"
hawe to sd permissios for ead Resourc
individually, all you neeal to do is to assign the
Resoure to appropria¢ Role that is grantel certair
permission:

1 SelectRolestab
1 CheckappropriateRole:
1 Click OK

Notifications tab lets you choo® the types of
Notification this particula Resoure will receiwe if he
or she is associaté with the Tak somehav (The
Resoure is eitha Owne or Assignel to the Task) By
defaut all types of Notifications are checkel so the
Resoure will receive Notifications ead time any
attribue of the Tak is changed In practie the
Resoure will neal to receive only sone of thest
Notifications for exampé when the Resoure is
assignd to the Tak or when the Stats of the Tak is
changed so it is bette to chedk only those types of
Notifications the Resoure really need to receive The
Resoure can chedk Notification types himsef wher
he startsusingthe software

1 SelectNotifications tab
9 CheckappropriateEventType:
1 Click OK

Edit Resource

v
) General| os' Roles |3

EE OO
EE OO P

[ [unlimited
[J | Team Leadsr
Tearn Member

N

]

Motifications | 2% watch List

Fole

| ok | [ X cancel |

New Resource
) General j? Roles |

oo
oo

(oo
==

X

MNaotifications | 2% wiatch List

Ewvent Types -~

Tazk [Change "Actual time")

Tazk [Change "Comments'")

Tazk [Change "Complete)

Tazk [Change "Due Date"]
Tazk [Change '
Tazk [Change "Finizh time"]
Tazk [Change "MName"

EEREE

[[] Sending natificatians by E -mail

'Eztimated time"']

T azk [Change “Attachments"]

[ o Ok ] [xcance|]

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

to.
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2.1.4. Setting Workflow

Task Workflow is the numbe and sequene of Statuse the Tak shout go through from the momen of
initiation to complee accomplishmentFor example the defaut tak workflow stars with 'Draft’ Status
when task is outlined but not scheduled assigned communicatedetc Then it becoms 'Created' i.e.
scheduledassignd to Resoure and Notification of it is sert to all concernedWhen the Tax is being
handlal by assignd Resourcgit has 'l n Progress Status Sometimes it may be ‘Cancelled’. When the
Taskis 'Completed’ by assignedresourceit can beVerified' by Owner orSupervisol

@ VIP Task Manager Professional [ User: A

=g Comparry n 3
[Fh@r Marketing 2 2
i Development 1 1

1] 0

i@ Cualiky Assurance
SelectCustomWorkflow in menuTools

Ead compary has its own workflow so you can creae your own Tak Statusesas well as create multiple
workflow for differenttypesof Tasks

@ Edit Workflow x|

ed T dddl T 1

e w-:urkfh:uwl

e .-'f-.ctive Mame | Complete related Complete) Motification | WP=kL status Colar Image
e N S s
Created 0% Created
In Progress |[+] 1%-99% | On Open _
Cancelled |[] On Canceled I
Completed 1003 On Ok ]
Yerfied L On Mone I

Click on NewWorkflowbuttor
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% Edit Workflow

VIP Task Manager Pro

MNew workflow

I ame; |.-i‘-.rticle Writing |

Ative

-

.:E%ﬁﬂ-éiwwﬁﬂ

[ vuk%] [xcan.:e|]

Enter Name and ClickK

Give a nane to the statis and decice whethe Tak Statis is
connectd with % of Task Completion For example if you
creae 'Half Doné Status checkel Complete ard selecte
Strorg Value 50, ead time you chang Statis of a Tak to
'Half Done; the % in the Complee colunn of Tak List anc
TaskTree viewwill be changedaccordingly to 50%

You can sd a font color and image (.bmp 16x16 px) for this
status

If you import adatabasfrom VIP Tean To Do List you car
associate¢he Status withthe onéfrom VPXML Statuslist.

You can tumn Notification mode 'on' ard 'off' for eact
Status i.e. when a Tak Statis changs to the one with
Notification 'Off', the Notification is notsent

If you unche& Active, the Statis will nat be availabk for new
Tasks

M ame |E Mew Skatus (Ins) [Comp

Drefault

Aurticle Wwiriting

Click on New Stats buttor

Create Status

M ame: |Written |

Caomplete
(%) Strong value: |43

() Range: | | - | |

Biaht ~lick
Calar: Image:

WML Statuz: | Created

Matification: | On W

| w0k | [ % Cancel |

.
w

Active

Assign ID numbe for this statis using i V a d ents field anc
up-downbuttons

You can sd the orde in which Statuse will go one after anothe as arecommende task workflow for your

employes or team membersAlso you can sd orde in which
list for selection

types of Workflow will appeain drop dowr




VIP Task Manager Pro

User Start Up 17

% Edit Workflow

Publizhed 1003

On

]
T EEH Tl dddEH|T 1
l
M ame Active Narﬁwp Matification | WPxML status Color Image
Diefault |Written | |4EIZ | On Open |_|
Aurticle \Writirg Approved RO On Open ]

Selecta Statusor Workflow

q 5 B & & @
Y & o i%ﬁ AN ]

WarkFlow move up

[ ET:

= 1T
Drefault written
Approved
Publizhed

Click onMove Upbuttor
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2.1.5. Setting Tasks
BesidedName,all Tasks havéhe followingdefaultparameter:

ID 7 Uniqguenumbergiven tothe Task wheiit is create

Info i Shows ifthe Task has NoteReminder or Attachme
Task Group T Folder to whichthe Taskoelong:

Priority T Showsthelevel of urgency or importancef the Tas

Statusi Showsthe currentstateof the Task ingivenWorkflow

Completei Shows hownuchof the Taskis already done ipercentag

Attachment i Showsthefirst attached file olink of the Tas|
Owner i User whocreatedhe Tas|
Assignedi User whais assigned tohe Tas

Departmenti Department to whiclAssigneduserbelongs t

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

Toolbars ¥ andar | Resource List

gn| Barels Lo llgl4 0 B,
S T ask Lisk Columns

v (IR

|.i_u|:T

L I o p— ’ |7| Infao |
e ©' & = ResourcelistColumns  k |7|Name |
=g Company 0~ |i|5tatus !
o 1. Getting Started 3 o |:|Cnmplete |
o 2 Defining The Projec 23 | ¥ | Priority
I 3. Planning The P 29 il | |
@ 4 Monitaring The Pra 21 17 B
i@ 5. Clozing Down 10 19 |7| Dus Date
i@ John Doe 1 -
i@ |van Susanin 0— 18 Time Left
@ Emst Meizvestny 1 20 |7|E5timated Time
o Joe Black 0. 21 |7|Owner
R = W R VR N n — .
¥ Task List - Fiters TEdx| 22|| v | Assigned |
23
SGES ¥ ¥ D BT R 54| ¥ | Date Last Mndi!ig
: ] B Actual Time |
2 Common Aktachment |
ame 7|l — Departrment |
I i |i|Task GEroup
Statuz L |i|PermissiDns
Pricrity w & Date Completed
Aetual Time w 30 Drate Starked
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Start Datei Showsthedate wherthe Taskshould bestarte«

Finish Datei Showsthe date wherthe Taskshould be complett

Due Datei Showsthedate by whiclthe Taskshould be complete@@eadline
Time Left 7 Showsthetime lefttill the Due Dat

Estimated Time i Shows hownuchtime the Taskis supposed ttake
Actual Time i Shows hownuchtimethe Taskreally took

Date Createdi Showsthedate wherthe Task wasreate:

Date LastModified i Showsthelatestdate wherthe Task wasnodifiec
Date Started - Showsthe date wherthetaskis startet

Date Completed- Showsthedate wherthetask was complett

If you dont neal any of thee parametersyou can easily remowe them from your Task List. (se¢
Customizing Views). If you neethoreparameters, you caasily addhem to your Taskst.

# VIP Task Manager Professional [ User: A Edit custom fields )

' File view) R Help @k;f |1 f
Task List W 2 List New(lns)'ie Type Reguired  Filtering ~ Grouping  Active
: Custom kWorkFlow. ..
e [}
= =i, Opkions., .. ;
| Filkers Lo
] = o ;
: o k LY ) !
- Curren K e Bd

SelectCustomFieldsin Toolsment

v

Click onNew buttor

Setparameters fo€CustomField:

Title T Nameof this CustomField

TypeT Possibility toselectthe type of this CustomField

Allow filtering T Possibility tofilter Tasks byCustomField

Allow grouping 1T Possibility to group Tasks byustomField

Required i This CustomFieldis required wheradding orediting Task

Formula 7 Possibility toentersomemathematicallogical andstatisticaformula forthis custom fiel
Active T This CustomFieldis activate«

Default valuei Thedata used byglefault whercreating Task
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Note,that you caredit anddeleteCustomFields asvell aschangetheir order

Edit Custom Field

Tile: | Total |

Code: | cf_cost | Allow filkering
Type: | Cumrency w |

Farmula:

1 $of_price * $of_ont]

Additional params:

[#] Active [ o Ok ] ’ - Eancel]
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2.2. Step 2. Planning
2.2.1. Planning Tasks

All uses grantel Permissio to create edit and delee Tasks and Tak Groups can take partt in planning
compaty activity using Taxk List, Tak Tree and Calenda view. If your compaty workflow supposs thai
only manages may plan work for the staff, the staf shoubl be deniel the permissim to creae Tasks in Task

Groups

When you name a task be specifc but d o thgé
into detaik you can descrile in Notes (se2 below)
You can chang i N o rompréotity, se by default
to the more suitabe one Lowest Low, High,
Highest orUrgent

Edit Task(#19)

2= Comments 2% Watch List .ﬁ:u: Hiztory | Customn Fields

h._)' General | %" Remindsr __11 Rezources 0 Attachments & Mote
@me: |VIF' Task Manager Purchasel D
Friority: Taszk Group: |3. Planning The Project w |

Status: |, Completed - Complete:

Due Date
Date&Time
Start Time: | 18/03/2008 v| [120 5| CJaIDay
Finish Time: 18/03/2008 v 1300 2] [ Recunence... |
l 4 Ok l [ xtancell

Enter Name of the Ta

Edit Task{#19)

25| Comments 2% wlatch List

-dﬁ-: History @ Custom Fields

"-.'_).-' General | @ Fleminder 2 Resources 4 attachments & Mate
Hame: |VIP Tazk Manager Purchase |
High w \ Tazk Group: |3. Planning The Praject v|
@ Urgent )
High a
Low d v | Complete:
4 Loweest

13/03/2008 v

DatedTime
Start Time: | 18/03/2008 v| 1200 3| [JaIDay
Firish Time:|18/03/2008 v|[1300 £ [ Recurence..
l e Ok ] lxtancell

SelectPriority of theTasl
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You shout assig the task to a certan Task Group or sub-Group When plannirg atak we recommed you
to sa Statis 'Draft which Notification mocde is disablel so you can edit it without sendirg or gettinc

Notifications

25| Comments 2% Watch List 1'.':-_ History i Custom Fields
) General | % Reminder | 2 Resouces | (4 Attachments | & Mate
Marme: |VIF' Tazk Manager Purchase |
Friciity: |® Urgent vl Taszk Group:ﬁmpan}l v| \
] +| [
E stimated Time: |30 miinLtes v| Al @ @ @ ©" e TL G <A
Tarne oo G
Bdles: |Defaull v| @ Ivan Susanin 1]
) @ Ernst Meizvestny o
Status: |‘§' Drraft v| & Joe Black 0
[ Due Date i@ Backstrest boys 0
| | @ Goals a
« CEXTO I
[ DatekTime he
Start Time:| | ’ v Ok l ’ bad CanceLy
Firish Time: || | ‘
[ w Ok l ’ 3 Cancel l
Doubleclick on TaskGroug
You can use RTI_: edita to suppot the tad_< with Y X
relatej Instructiors  or detalb tha WI” bE 2= Comments 2% wateh List .6'-_ Histary & Custom Fields

displaye in Notes paneé at the bottamn when the
tak is highlighted Also you can forma the
text's fontname size,color, style, etc

1 SelectNotetab

1 EnterTex

I FormatTex

1 Click OK

\,._?.' General | %@f Reminder 2 Resources 4 Attachments | & Hote

= |2 1l U | = | Wy & £ 12 =

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

’ w DkM ’ 3 Cancel

SelectStatusof the Tast
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You can attad a Link or aFile to the task If you  [Nieam (X
sele¢ Link, it will connet the task with a page in %] Conmonts | B waich it | @R Hiemmmeiinguston Folds |
the Interne or a file stora a your PC Or in @ | O General | % Reminder | 2 Fesouces ([ Atachments ) Attachments )|
sharel folder in the Locd Network If you selec
File, it will automaticaly upload a file to the Q, Q
database The attachmerg will be displayel in R ccachment (ns) [T ——
A . Mew gtkachment (Ins ame escrption
Attachmens pané at the bottom when the ta is
highlighted
9 SelectAttachmentgak
1 Click on Add Attachmentbuttor
w Ok ] [ 3 Cancel
Edit Attachment El Edit Attachment El Elilitiachmen El
URL: ::. k URL: |www.taskmanagementsoft.coma’downloadd E]l URL: |www.taskmanagementsoft.coma’downloadx’ E]l
Diescription: | | Diescription: | | Diescription: |tryVIP T ask Managed |
l o Ok ] [xtancell l o Ok ] [xtancell [ V&\k_] [xtancell
SelectLink or File Enterhyperlinkor file location Enterdescriptionfor attachmen
click OK

Users can easily open the files or Interng pages and saw files from Database to their PCS or to share
folders of othe PCsin the Locd Netwolk (savirg is possibe only after you hawe clicked on OK and savel
the task)
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New Task |z|

| %—5 Comments || :%' wéatch List || @L Hiztan Cuztom Fieldz |
| ) General | % Reminder | 2 Resources | 4 Attachments M

Type Open Akkachment (Ctrl+0)| Diescription

Link. hittp: A tazkmanagementzoft, com,

| wok | [ % Cancel |

Selecta Link or File andclick on OpenAttachmen

New Task ri|
| 2= Comments || 24 watch List || @i History i Custom Fields |
| @ General || %@ Reminder || 2 Resources | Al Attachments & Nate
R
Type Save atkachment file (Ctrl+5} | Descriptian
Lirk, hittp: £ Ao taskmanagementzoft. com/

on Histary. doc

[ o0k | [ 3 Cancel |

Selecta Link or File andclick on SaveAttachmen
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2.2.2. Planning Resources

Users can assign a resoure or severd resourcs to the tak only if they are grantel Administration
Permissios (see Setting Resourcels Also uses can assig to tasks only those Resource which are grante«
Assignmert Permissio (see Setting Resources If a Resoure is not grantel Assignmem Permissio it will
not bedisplayed irthelist of this window

New Task g|

25| Comments 2% watch L a._Histary & Custom Fields
1‘[ SelectResourcdahb ) General || 90F Reminder 2, Resources ,rﬂ Attachments & MNote

RED

1 CheckResource(s

Adrminiztrator
Backstreet boys
Errst Meizvestny

1 Click Ok

I'van Suzahin
Joe Black
John Doe

I .

l Kirkoroey

% Flinton

] |Lew Tolstoy

] |Madonna

[ |Paul McCartney
] |Ringo Star

Ok l ’xl:ancel]
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2.2.3. Planning Time

While schedulig a Tak you can estimae the time this Tak can take and make a more realistc timetable
If thetaskshould be done by@ertaindeadline you casetits Due Date

2= Comments || 2% ‘watch List || @L Histary || & Custom Fields |
) General | el Reminder | 2 Resources | 4] Attachments | Mote |
M arne: |VIF' Tazk Manager Purchaze |
Priarity: |® [drgent v| Task Group: |E0mpan_l,l v|
stimated Time: | 30 minutes v ‘Ti.ctual Tirmne: |3|:I mirutes v |
0 mirites s
Wiorkflow | Defal 5 minutes —
I: 10 mintes = | n
R o
[JDue Date ——{7 paur 1
2Ihnurs Vj
[ DatekTime
StartTime:| | | |
Finish Time:| | | | Recurence. ..
’ a Ok ] [ xl:ancell

Selec EstimatedTime from dropdown men

New Task E|
2= Comments 2% watch List ||_;|J: Histary & Custom Fields
) General | %7 Reminder | 2, Pesources 49 amachmerts | & Note
MHame: |VIF' Tazk Manager Purchaze |
Pricrity: |<i> |drgent v| Tazk Group: |Eompany v|
Estimated Time: |30 minbes vl Actual Tirme: |30 minLbes v|

ik Flow |Defau|t vl
Statuz: |‘* Crraft vl Cgmplete;
Due Date \_
1041042007 v/

. 4 October b 4 2007 »
[] DatekTime MTwTFScs I

Start Time;
12 3 4567 :I

Finish Time: g 3 111213 14 Fecurence...
15 16 1819 20 21 :I
22 23 24 25 26 27 28
29 30 31 v Ok | | 3 Cancel |

CheckDue Dateandselecta calendardate
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If a Taskshouldbeginatacertaintime andfinish ata certaintime you cansetStartandFinishDateanc

Time.

2= Comments || ,“l: Watch List || @I\: Histary || & Custom Fields

) General | @ Remindsr | 2 Resources | G Attachmerts | & Note

MHame: |VIF' Tazk Manager Purchaze |

Pricrity: |<i> |drgent v| Tazk Group: |Eompany v|
Estimated Time: |30 minbes vl Actual Tirme: |30 minLbes v|
ik Flow |Defau|t vl

Statuz: |‘* Crraft w | Complete:

[#] Due Date

| 1041042007 v |

E DatetTime \

Start Time: | 10410/2007 v|[1288 5| CJaIDay

N 4 October » A 2007 | ~
: L} Recurence. ..
Finish Tirne: MTwW T TEFGS S -

12 345687 VDk][XEancell
8 9 1112 13 14

15 16 1819 20 21
2223242526827 28
29 30 31

\_ (o) (o))

CheckDate&TimeandselectStart Dateand Time, selectFinish Dateand Time

Event time

Start: |EIEI:UU Cl End: |DEI:DD $| Duration:

Recurrence patkern

(& Daily (%) Every day
Weekl
O G () Every weekday
(7 Manthly
() Yearly
Range of recurrence
Mo end date
Start:  [3/5/2007 ®©
(Y End after: OCEUrrEncEs
OEndby:  |3/5/2007 v
i ok k‘l ’ Cancel ] Remove recUrtence

Finish Time: | 341472007 v

—
vo
=

Click on Recurrencebuttonandsetrecurring Task:
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If you wart to remind yoursef or your tean membe of a Task you can define the exad time of pop-up or
the time period beforestart,Finish or Due Date anthenselectthe Resource(s) to be remindefithe Task

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

oa | | |

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

Resources: [Fivish Time w |

Due Date
’ a Ok ] [ 3 Cancel l

SelectRemindertab and setReminde

| New Task E|

| 2= Comments 2% watch List || @: Histary || 5 Custom Fields |
) General | @ Reminder | 2 Resources | 0 Attachments [ & Mote |

Fieminder
oa | | |
@ Before | Start Time | |5 minutes v/
Fesources: v/
B & & |88 B8
[] Adrministratar

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

[ John Doe

[ Kirkaraw

Lev Talstay

Madorna —
[ Paul McCarthey
] Ringo Star

=

[ w0k | [ 3 Concel |

Checl Resource to be reminded of the Te
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2.3. Step 3. Communication

2.3.1. Sending & Receiving Notifications

The progran can automaticaly serd notifications to all concernd with the task In cag you dont wart a
tak notification to be sernt automaticaly you shoutl sele¢ a statis whete notification mode is turned off,
like Draft Status(seeSettingWorkflow).

Notifications can be sent ead time there is a chang in the tasks attributes like Name Priority, Status
Due Date Stat Time, Finish Time, Reminder Attachment Note etc Notifications pané display:
receivel notificatiors which are checkel for ead Resoure individually in Notifications tab of Resourc

dialog (seeSettingResource}

< Motifications =3x8
P =l o
Title Drate Created Creator »
/[ 1848 ] Wants to take part in the orchestra 871542006 11:00 AM | Administrator :
[ 1814 1 Ordered a march 8152006 10:53 AM Adrniriztratar
[ 1757 1 &ll the zohgz should be about love 8152006 10:58 Ak Adrmikiztrator
[ 1780 ] Try to omit the rhymes: tonigh - 2o night, miss - kiss 8/15/2006 10:56 &AM Adriniztrator
[ 1763 ] Leave more music writing for outzourcing 8152006 10:55 AM | Admimistrator
[ 1746 | Reduce time to 2 minutes for a song 8/15/2006 10:51 AM Adriniztrator
[ 1729 ] Tranzlate zongs into native languages 8152006 10:47 AM | Admimistrator Z
Notifications panelat the left bottomof the screei
Notification panelallows usersto markselectedr all the Notificationsasread
“ ¢ Motifications v Motifications
i | & . -, :E_%_‘_ o =
ark As Read JCtrI+O) | Title Diate Created Mark &ll &s Read [Shift+Cr-0) Date Created
[ 1848 ] Wants to take part in the oichestra [ 1848 ] W ants to take part in the orchestra
[ 1814 1 Ordered a march 8/15/2006 10:58 AM [ 1814 ] Ordered a march 8/15/2006 10:58 Ak
[ 1797 14l the zongz should be about lowve 8/15,/2008 10:58 AM [ 1797 ] &ll the zongs should be about love 23/15,/2006 10:58 Ad
[ 1780 ] Try to amit the rhymes: tonigh - <o right, miss - kiss 8/15/2006 10:56 Ak [17807] Try to omit the rhymes: tonigh - s right, miss - kiss 8/15/2006 10:56 Ak

[ 1763 ] Leave more music writing for outsourcing
[ 174E ] Reduce time ta 2 minutes for a song 8/15/2006 10:51 AM

[ 1729 ] Transzlate songs into native languages

Selecta Notificationandclick on Mark As Rea

8/15/2006 10:55 AM

8/15/2006 10:47 AM

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

[ 1763 ] Leave more music writing for outsourcing
[ 1746 ] Reduce time to 2 minutes for a song

[ 1729 ] Tranzlate songs inte native languages

Click or Mark All As Reac

Also userscanfilter Notificationsto displaythoseyou haven'treadyet or displayonly thoseNotifications

thatbelongto a highlightedTask
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¥ Notifications % Notifications
Show UnRead Only Diate Created : ic" I
[ 1848 ] Wants to take part in the orchestra 8/15/2006 11:00 AM [ 9] Order more country music 8/15/2006 11:30 AM
[ 1763 ] Leave more music writing for outzourcing 8/15/2006 10:55 AM [ 1712 ] Order more country music 871572006 10:46 AM
[ 1729 ] Transzlate songs inte native languages 8/15/2006 10:47 AM
[ 1729 ] Translate songs into native languages 8/15/2006 10:47 AM
[ 1712 ] Order more country music 8/15/2006 10:46 AM
Click on ShowUnReadbutton Click on ShowNotifications of Highlighted Task

When uses activae Notification Description they will be able to see the Types of Notifications they are
subscribd to and changs that took place in Task attributes sud as Status Assignal ResourceStat anc
Finish Date Priority, etc. Ifthey want tcseethe Task orthelist they carhighlightit there ty click on Find
taskbuttor

<% Matifications = &8

= - Date Created Creator
I- Show Description I —
[ 1848 ] Wants to tra 81572006 11:00 AM | Administrator

Statusz: Draft -> Created

Start: - -» 87252006

Finish: - -> 8/25/2006

Hew Assignments: Tom Jons B
Eztimated Time: 30m -> 3h Om

Actual Time: 30m -> Zh Om

[1814 10rdered a march 3/15/2006 10:58 Ak Adrniniztrator
Due date: - -» B8/25/2006 12:00 Ak b

- -

>

Click on ShowDescriptionbuttor

“ v Motifications = £ 8
G |i| Fog |_=_| 0 Find taskhv
Title: Diake F"S;ﬂm" Creakar Task group i
[ 2 ]test1 1/19;20M L2k o | n dministrator  |Marketing

Estimated Time: 0h Om - 2h 0m

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

Mew Assignments: teskt

Task has been created

Click on Find Taskbuttor
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2.4. Step 4. Management

2.4.1. To Do List Management

VIP Tak Manage allows you to mana@ your compary or your tean to do lists, projecs ard schedule:
All three tools are interconnectd so you creae atak and manag it in Tak List, Tak Tree and Calenda

view.

Drag a column header here to group by that column

Mumber ame Priority Status | Complete  Start Date Finish Date Due Date | Time Left Folder Cwner 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 Om ;}@‘_’fﬂ
2 |Buy all the radio airtime Low | Cancelled |_ §/26/2006 11:008/31/2006 12:00 Agressive | Administrator| Michael Jacksan 8h Om zh Om e
3|5ell songs free of charge S! Urgent| In Progres: |IS % g/21/2006 | 1d 8h 46m | Agressive | Administrator| Michael Jacksan Zh Om zh Om ;_& ‘_"'ﬂ
4|Send songs by e-mail % Morma | Draft | 0% |8/21f2006 12:00(8/29/2006 12:00|3/21/2006 | 1d 8h 46m |Direct Administrator Michael Jacksan 30m 30m .{&@ |

Task List view shows you Tasks as a 'to do list'. It is very usefu and powerfu time and tak managemel

tool for prioritizing, sorting,groupingtasks

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

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

: File “iew Tools Help
Task List

Task Tree || Calendar

Resource List |

=] %
In

@' Task Grougs crease Priority y that: column

Priority

[ R Destroy compekitors' records
P iof of | 5 & LA

=g our-Compary-Harne

Sell songs free of charge

-@-' Farketing

Morma
ru e A P

o Send songs by e-mail

Selectatask,click on IncreasePriority buttan

. File WYiew Tools Help

Task List |Task Tree | Calendar | Resource List |

O EE

11l S
EEYx]

TE HE

| had |.( = TR

P oh @ Gy | ©= @
o Task Groups

© File “iew Tools Help
Task Lisk

Task Tree | Calendar | Resource Listl

@ @ &
i@ Task Groups

% & o &

Mame

Destroy competitors' records

B

PP 0% | TE &

Buy all the radio airtine

E‘@: You:;dtol:npfany-r'lame 0 Sell songs free of charge =
[} b =
ﬁ@H - alr — a Send songs by e-mail £ Morma |Dr

Click on Manual SortingandMove Upbuttor

: File “iew Tools Help

Task List |Task Tree | Calendar | Resource List |

111l S

Do o Gy | ©= ©F 78 E |E|(- - .

i@ Task Groups

Click onanycolumnheaderto sort task:

= | o
= | G Em G e e ey -
e o o Name I 5 S
: LE_Lr‘:h‘ (@ & |ueE tiority ¢ Urgen
- F 1 . Sell songs free of charge -: Urige: H ; ordered a march =
=@ YourCompary-Mame 0 Ordered 3 march T — S cu-CompanyHame Sell sangs free of charge In Progress
© Destroy campetitors' records = Highes|In Ei'@—' Marketing 0 T -
[ Marketing - - - = N - |EI Priarity : Highesk
o o o Try ko omit the rhymes: tonigh - so right, | = Highes | Dr:

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

=g |Project Administr

=g |Stage 1 Administr
) | Task 1 Draft 0% % Mormal §/19/2006 12:00 | - 15h 28m | Tom Jons Adminiskrat 30m 30m
@ |Task 2 Draft 0% % Mormal |8/19/2006 3:28 F 8/19/2006 3:58 F Tom Jons Adminiskrat 30m 30m

@ Stage 2 Administr

Tak Tree view shows Tak Groups and Tasks as 'projects’ It is very usefud and powerfu projec
managementod for creatirg hierarcty of Tak Groups ard therr Tasks If uses highlight a Tak Grouy
they careasilycreateits Sub Groups and Tas

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

. File “iew Tools Help

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

. File “iew Tools Help

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

Highlight a TaskGroup, click on New Folderbuttor

B — = + | o e =] +
o oF @ & |o- @ | ﬁl # Il changestatus~ 5 o o e fe; o © | $| T 1 changestatus~ 5 &
'~'-f Filber- 2 ™ ' 7 bl | Marne .3 | Mame
Mew Folder k4G
; e Folder Ot )l =g | Company =g | Company
. o 7, ) : il
: VR e : B G ot
=] =g | Stage 1 =] =23l Stage 1
Mame i@ |Task1 Mame @ |Task 1
Mumber a = ) |Taskz Mumber o v i@ |Task 2
Status Al v &/stage 2 Status Al b © Stage 2

Highlight a TaskGroup,click on New Task buttor
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2.4.3. Schedule Management

Monday, August 21

Tuesday, August 22

Tom Jons
Wednesday, August 23

Thursday, August 24

Friday, August 25

700

30 0 Translate s0ngs inko native

8 - languages
30
9 0

0
30

2% Al the songs should be about
love

Wanted more drums

Wants to bake part in the

f@f Order mare country music

orchestra

£! Ordered amarch

10 oo
30
11 oo
30

@ Try to omit the rhymes:

tonigh - o right, miss - kiss

Calenda view shows Taslks as 'schedule'lt is usefu ard powerfu schedut managementod for making
time tablesof meetings, appointments aadents

Task List

5

o" e & @ @
Date Mavigatar
4 Augusk 2006

SMTW TF S
1 23485

Task Tree | Calendar

Resource List

a2#a

September 2006k
SMTWTF S
1 2

oo
6 7 8 9101112 3456 789 8
13044536 17 18[19] =710 11 12 13 14 15 16 30
1| 2 23242526 =[17 18 19 20 21 22 23 Qa0
24 28ls9 30 31 24 25 26 27 28 29 30 =
Cctober 2006 Movember 2006 10 ™
S M TW TF 3 S M TW TF 5 30
123 45¢6 7 12 3 4 -
& 01011 12 13 14 56 7 8 91011 11
15 16 17 18 19 20 21 12 13 14 15 16 17 16 30
22 2324 25 26 27 28 19 20 21 22 23 24 25 12 Fm
/| 29 30 31 2| 26 27 28 29 30 n
1 00
Selecta date
Task List | Task Tree | Calendar | Resource List
eF Br @& | O @ z
[Drate M avigator =EE
4 August 2006 September 2006 b
SMTW TF 5 SMTWTF S
123465 12 g o
6 7 8 9101112 3456789
4 1011 12 13 14 15 16 30
17 18 19 20 21 22 23 g oo
24 25 26 27 28 29 30 -
October 2006 Movember 2006 10 @
SMTW TF S SMTWTFS 30
1234567 123 4 -
g 91011 12 13 14 56 7 8 91011 11
15 16 17 18 19 20 21 12 13 14 15 16 17 18 30
22 2324 25 26 27 28 1920 21 22 23 24 25 12 pm
|29 30 31 5 26 27 28 29 30 0
100

Selectseveraldate

30 min > .

Tom Jons
Monday, August 21

2 Al the songs should be
sbout love

S Give live concerts in Central
& Park

2 Send songs by e-mail

I0min M
Torm Jons
Mon, Aug 21 Tue, Aug 22
= allthe I Translate
S0ngs sorgs inko
should be nakive
about languages
& Give live
g Concerts
© in Central
Park Boost
;) salesin
& Send Blaska
s SONgs by
= e-mail




VIP Task Manager Pro

User Start Up

34

UserscancreateTasksfor the certainDatesand Time periods

Task List | Task Tree | Calendar |Resource Lisk

Lk e & | @ ©

o}

ate M avigator

=1 B

asa

4 August 2006
SMTW TF 5

September 2006 3
S M Tw TF 5

Torn Jons

Thursday, August 24

Task List | Task Tree | Calendar

123435 1z 8 i} § ‘Wants to take part in the
2 6 7 8 9101112 = 3 4 56 7 & 9 archestra
213 14 15 16 17 18[19] 710 11 12 13 14 15 15 30
202122232826 = 17 18 19 20 21 22 23 g o
5|27 28 29 30 31 | 24 25 26 27 28 29 30
=]
October 2006 Mavember Z006 10 %
SMTW TF 5 SMTWTF S5 3
o s10ti1231e o5 670 om0 |LLCH
215 16 17 18 1920 21 12 13 14 15 16 17 1& £
1222 73 24 25 26 27 28 1920 21 22 23 24 25 12°
| 29 30 31 | 26 27 28 29 30 a0

Selecta TimePerioc

| Resource List

-ﬁ%q; efl o of | S || 5] l:l 30min &5,
IjahNel,\u\l i’asl Ins)| @4 P
T Thursday, August 24

4 August 2006 September 2006

SMTW TF 5 SMTWTFS
12345 = 12 8 oo % Wants ko kake part in the

6 7 8 9101112 =% 3 4 56 7 8 9 archestra

=13 14 15 16 17 18[19] 7|10 11 12 13 14 15 16 30

v 202122 23F0025 26 =17 18 19 20 21 22 23 g oo

=27 26 29 30 31 =24 25 26 27 28 29 30 s

October 2005 Mavember 2005 10 @
SMTW TF 5 SMTWTFS 30
123456567 123 4 -
8 91011121314 =[5 5 7 8 91011 11

o 15 16 17 18 19 20 21 |12 13 14 15 16 17 18 30

222 23 24 25 26 27 28 7|19 20 21 22 23 24 25 12 em

| 20 30 31 26 27 26 29 30 a0

Click on New Taskbuttor

Usercanrescheduld askby dragginganddroppingit all overthe Schedule

Task List | Task Tree | Calendar |Resource List

Task List | Task Tree | Calendar |Resource List

Drag & Drop Taskacrossthe Schedul

Date Mavigator @ E8 Date Mavigator (O]
4 July 20086 Augusk 2006 » 4 July 2006 August 2006 »
S M TW T F S SMTW T F S SMTW TF 5 S M TW T F S

1 [z 3 4 5 1 [z 3 4 5

2345 6 78 6 7 5 9101112 g = Purchase of YIP Task Manager 2 3456 78 6 7 & 9101112 g o
-“'EID 11 12 15 14 15 /13 14 15 16 17 15 19 e EID 11 12 13 14 15 13 14 15 16 17 15 19
16 17 18 19 20 21 22 ) 20 21 22 23 24 25 26 O =016 17 15 19 20 21 22 )20 21 22 23 24 25 26 Ll
w023 2425 26272829 5|27 28293031 9 ] W23 242526272829 = 272820303 9 oo Purchase of VIP Task Manager
30 31 a0 13003 30
September 2006 October 2006 September 2006 October 2006
SMTW T F S SMTW TF S 1000 SMTWTF S SMTW T F S 10DD
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2.5. Step 5. Tracking & Reporting
2.5.1. Applying Filters

After your employes or your tean membes receivel notificatiors abou tasks assignd to them and starte«
working on ther task they can updae the tasks Onae they mack any changs in tasks you will receive
notification abou tha as the tak owne so you will be able to tradk your compary progressThe progran
allowsusers tdrack Taskstatus, %of accomplishmentjme lefttill deadlinesactualtime spent.etc

Databas may contan thousand of Tasks so we strongly @ Task Groups oY% ]
recommed all the uses to apply filters tha help to focus on actua T o ol & | & &
tasks ' :
-Eat Filter -
You can sd filters for a certan Tak Groyp you or your tean is = @ YourLompanyMame 0 4
working onatthemoment =g Marketing 0
@ Aagrezzive 3
1 Select a Task Group ifiask Groupspane L 'g;é"e“‘ ;
. . gl LIS M arket 2
1 Click onSetFilter buttor © Waoldwide 2
+ @ Products 0
Filters pané is a powerfd tod to display tasks with a certan names — - 22
o . | Task List - Filters Exa
numbers statuses priority, dae range ownes amd assigne | 23
resource: Current Q ¥ R B »
; P
. . . 8 Apply Filker For Task List (Shift+Crrl+T
1 Choosdilter setting: I A 2
| Statug ated ln Frogress »
H . Pricrity
1 Click on Apply Filter buttor Aot T R ;
. . . . . Estimated T * D;Draft
If you use a certan combinatia of filters often you can saveit anc | g, pae
thenchooset from the dropdownlist. Dote Flarge | 'E’:‘a:';j"':js
Date Create e [ Completed
Date Last M| 2 |77 4arfinc
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2.5.2. Watch List

If someTasksdon'trelateto you directly, but you needto receivenotificationsof them,therearetwo ways

1. You cansubscribdo notificationsof Tasksassignedo certainTaskGroups(folders’

2. You cansubscribeo notificationsof Tasksassignedo a certainResourcegusers

Edit Task{#83)

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

2= Comments 29 Watch List

I_ll_i': History ||

& Custom Fields |

X

Ligt of supervizors
] | Administrator
] | TomJons
Fresident

B geb Deszigrer
d

Developer

Financial Director

Sales Manager

d
] | Marketing Manager
d
d

Technical Support

| v Ok | [ X Cancel |

SelectWatchList tab in Edit Task Groupdialog

Edit Task({#83) X]

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

25| Comments 2% Watch List I_ll_i': History | 4 Custom Fields

EE OO
EE OO0

Lizt of supervizors
[ | Administrator
[ |Tom Jans
Prasident

E eb Dezigher

Developer

Firancial Directar
td ark eting t anager
Sales Manager

5 e o

Technical Suppart

| w0k | [ X Cancel |

SelectWatchList tabin Edit Resourcedialog
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2.5.3. History
You cantrackthe historyof all changesn Tasksfrom their creationto completion

1 SelectHistory tabin Edit TaskDialog

Edit Task(#14) X

| h_._:l!' General || e Reminder || = Resouces || @ Aftachments || & Note |

| 2= Camments " 29 watch List | @l Hiztony | & 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 now . | have to finish my previous task.
‘Administrator” at 1/29/2007 3:51 PM
Cornment has been changed [%
Put off all other tasks. This one iz extremely important!

v o
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2.5.4. Customizing Views

Usess can customiz the Task List and Tak Tree view by addirg columrs from the list

columnstheydon't neec

Mumber Mame

%\L Sort Ascending
E\L Sort Descending

Clear Sorting

=4 Graup By This Figld
= Group By Box

Foater

Group Footers

1 Remaove This Column
1Jﬂ Field Chooser

1= align Left
1= align Right
1= Align Center

VS Best Fit
1
1 Best Fit {all calumns)

Pricrity
5 = Highest
- Lioww

E Urgent

j Mormal
e - High
.F‘ark Mormnal
.price Marmal
. Mormal

= High
.anguages Maormal
-rasang Mormal
. ouksourcing Lo

;;h -soright, m| = Highest

Ik love = Mormal
. E Urgent

j Mormnal
chestra Mormnal

Skatus
In Progress
Cancelled
In Progress
Draft
Campleted
Draft
Werified
In Progress
Created
In Progress
Draft
Campleted
Draft
Draft
Draft
In Progress
Created

Camplete
15 %%
100 %%
P5 %
0 %
100 %%
0%
100 %%
FO %
0 %
5 %
0%
100 %%
0 %
0 %
0 %
45
0 %

Start Date Finish Drate Due Cate
8f25/2006 10:00,|9/2/2006 12:00 A
8f26/2006 11:00,|8/31/2008 12:00,

a/z1/z006

8f21/2006 10:00,|8/21/2006 12:001/8/21 /2006
BiZ2/2006 1:00 PI|9)7 /2006 12:00 A
8i21/2006 :30 & |3/21/2006 10:30,

g/21/2006
8/21/2006 5:30 A |8/21/2006 10:00,
8f23/2006 §:30 A |8/23/2005 10:00,
BIZ2[2006 3:30 A& |8122/2006 11:30,

g/23/2008
8f27/2006 10:00,|9)5/2006 12:00 A
8/23/2006 10:30,|8/23/2006 1:00 Pl
8i21/2006 8:15 A |8/21/2006 9:15 A

8IZ5/2006 030 A& |3125/2006 11:00,8/21 2006
8i21/2006 2:00 PI|3f21/2006 3:30 PI
Bi24/2006 §:00 A |3f24/2006 9:30 A

Rightclick on columnheader selectRemoveT his Column

or removing

Time Left

1d 6h 56m
1d 6h 56m
1d 6h 56m

3d &h 58m

1d 6h 56m

Users can customiz Calenda view by addirg or removirg Resource Schedulesdisplayirg Scheduls for
varioustime periods,changingTime Interval

Displaymoreor lessResource$Schedule




