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1 Introduction

1.1. What is VIP Task Manager

VIP Task Manager Professional Edition is a client/server software for team collaboration based on
access permissions. Authorized users can simultaneously access the common database through Local Network
(LAN) to see, add and edit certain tasks, if they are granted appropriate permissions. It is the best solution for
planning, scheduling, sharing, tracking and reporting tasks, appointments, projects, and any company
activities in small and midsize business, government and non-government institutes, non-profit and
educational organizations.

Thank you for choosing VIP Task Manager!

We sincerely hope you enjoy our program.
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2 User Start Up

2.1. Step 1. Setting
2.1.1. 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 =& 8 o Task Groups = £ 8
o" oF @ o oF 6
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

Process-oriented Project-oriented

o Tazk Groups = E A 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

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

Select Task Group Click on New 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 click OK

If main Task Groups are not enough, you can create sub-groups the same way you created main ones:




VIP Task Manager Pro User Start Up

@ 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 New Group 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 H;E 3 Cancel

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

C

Another important thing you should do is to create personal Task 5 & | e E
. + iE [

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

o 1]

e 1]

]
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2.1.2. 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 Tools Help

Task List | Task Tree | Calendar|| Resource List

L

L 2 & | B[]

Roles LY X |

i, P G . Mame A

[

| M ame |

Select Resource List 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 Role button

# New role

Marmne: | Teamn Leader |

[ vﬂkw | ¢ 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

. File Miew Tools Help

Task List | Task Tree |Calendar Resource List

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

I Filters - Task Tree P |
[=Hgr!  Company

“ vORY
R B . =g | Project

E @ [Stage 1

Mame

@' Stage 2

Select Task Tree tab

@t o @ & © © |€| 1 I change status -

I Filters - Task Tree Z 8

¥ ¥ LW

=g Company

= o T
i@ [Stage

@ Stage 2

MHame

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

Team Leader %" Der(By Parent)

Deny(By Parent]

=0 Allw(By
Select a permission cell

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

Team Member

Admirnistrator

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

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

Click on Allow button

Team Member Deny[By Parent)

Administrator

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 List

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

Permizzionz

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

E | oEm

Highlight a Task Sub-Group

Create

Allow(By Parent] %+ Demp(By Parent)
é‘ Billae & Deny(By Parent)
é‘ Billow[By Parent] é‘ Allow(By Parent)

Foles Deny| . Wigw

Team Leader

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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e Highlight a Task Group or Task

e Select a permission cell

e Click on Inherited From Parent button

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 can grant the same permissions to several Roles at once if selected appropriate cells.

=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 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 Wiew Tools Help

Task List || Task Tree || Calendar

Fesource Listi

. File Wiew Tools Help

Task List | Task Tree Calendar| Resource List |

-

X1 EE

F£a

Rolesz

o

P L . Mame w E-Mail

i, -

o

% =R | =il
Fiale: Mew Resource Ins]l| Z28

-

Mame Administrator
[ |Team Leader

[ |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

.. M ame
[] | Team Leader
] | Team Member

Mame “ E-Mail

Administrator

Click on New Resource button

Edit Resource

) General |‘;~L-' Roles | ¥ Matifications | 2% wWatch List

X)

M arne: |TDmJDns

E -t ail: |t.ion$@cnmpany.cnm

Department; | Show Buziness

Job title: |Star

Address:

|FDlget it!

Phone:

|Don't even think about it!

xxxx)1

Set paszword: |

Permisziohs

Login Assignment q@dministratian
i

| wok | [ % 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.

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

Edit Resource

v
) General| os' Roles |3

EE OO
EE OO P

[ [unlimited
[J | Team Leadsr
Tearn Member

]

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 you want

to.
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2.1.4. 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

=g Comparry n 3
i@ Markeking 2 2
1 1
1] 0

i Development

i@ Cualiky Assurance
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|

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 New Workflow button
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% Edit Workflow

VIP Task Manager Pro

MNew workflow

I ame; |.-i‘-.rticle Writing |

Ative

-

i 1 e

[ vuk%] [xcan.:e|]

Enter Name and Click OK

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%.

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

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

You can turn Notification mode 'on' and 'off' for each
Status, i.e. when a Task Status changes to the one with
Notification 'Off', the Notification is not sent.

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

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

M ame |E Mew Skatus (Ins) [Comp

Default
Aurticle Wwiriting

Click on New Status button

Create Status

M ame: |Written |

Caomplete
(%) Strong value: |43

() Range: | | - | |

Biaht ~lick
Calar: Image:

WML Statuz: | Created

Matification: | On W

| w0k | [ % Cancel |

.
w

Active

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
list for selection.

types of Workflow will appear in drop down
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% 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 ]

Select a Status or Workflow

q 5 B & & @
Y & o i%ﬁ AN ]

WarkFlow move up

[ ET:

= 1T
Drefault written
Approved
Publizhed

Click on Move Up button
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2.1.5. 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

. FEile BHEER Tools Help
Taskl  Toolbars ¥ zndar | Resource List
o Panels SIS B aArEmE=E e

Columns S T ask Lisk Columns r

g Tasr Crr-aoups

2| Task Tree Calumns r
o' o & B i Resource List Columns — #
=g Compary 0
i@ 1. Getting Started 9 D
i@ 2 Defining The Projer 23
I 3. Planning The P 29 E
@ 4 Montorng The P 21 17
i@ 5. Clozing Down 10 19
i@ Jaohn Doe 1
- . 15
i@ Ivan Suzanin n—
i@ Emat Meizvestny 1 20
i@ Joe Black 0 21
~ D Lo~k F e n b
o 22
(" Task List - Filters = B8
_ 23
4 W o
: Current ¥ [ & 24
[l
= Common _
M ame 57
D
28
Statuz w
Pricrity w =
Actual Time W 30

v |

|7| Infa

|V |Name

| ¥ |Status

|7| Complete

|7| Prictity

B Skart Date
Finish Diate

|7| Due Date

B Tirme Left

|7| Estirmated Time

|7| Owner

|7| Assigned

| ¥ | Date Last Mndi!ig :

Actual Time
Aktachment

Departrment
|7| Task Group
|T| Permissions
- Dake Completed

Dake Starked
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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: A Edit custom fields

Cen T [}

a ol q

= =i, Opkions., ..

| Filkers Lo

‘ = o ;
¢ Current w i z

3 |-T_‘ - E I

Select Custom Fields in Tools menu

W

' File view) R Help @k;f |1 f
Task List | [ 2 Lisk New(lns)rie Type Required  Filtering | Grouping  Active
3 1 Custom orkflow, .

]

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

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 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
into details you can describe in Notes (see below).
You can change “Normal” priority, set by default,
to the more suitable one: Lowest, Low, High,
Highest or Urgent.

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: Complete:
[#] Due Date
[#] DatetTime
Start Time: | 18/03/2008 v| [120 5| CJaIDay
Finish Timne: | 16/03/2008 v| 1200 % | Recurence...
l w Ok l [ xtancell

Enter Name of the Task

Edit Task{#19)

fl-'—' Camments 29 watch List -dﬁ-: History & Custom Fields
"-.'_J." General | @l Reminder 2 Resources 4 attachments & Mate
Hame: |VIP Tazk Manager Purchase |
High w \ Tazk Group: |3. Planning The Praject v|
@ Urgent )
High a
el =, -~
Low d v | Complete:
Loowwest
19/03/2008 v
DatedTime
Start Time: | 18/03/2008 v| 1200 3| [JaIDay
Firish Time:|18/03/2008 v|[1300 £ [ Recurence..
l e Ok ] l XEanceI]

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 2% Watch List 1'.':-_ History i Custom Fields
) Gereral | %7 Feminder | 2, Resources 4 Attachments & Maote
Marme: |VIF' Tazk Manager Purchase |
Friciity: |® Urgent vl Taszk Group:ﬁmpan}l v| \
E stimated Time: |30 miinLtes v| Al @ @ @ ©" e TL G =)
Tarne oo -~
wiorkflow |Defaull v| &8 Tvan Susanin 0 b |
) @ Ernst Meizvestny o
Status: |‘§' Drraft v| & Joe Black 0
[ Due Date i@ Backstrest boys 0
| | @ Goals a
o TN
[ DatekTime he
Start Time:| | ’ o7 B l ’ bl CanceLy
Firish Time: || | ‘
[ w Ok l ’ 3 Cancel l
Double-click on Task Group
You can use RTF editor to support the task with  [NEREan (X
rf?latEd |n_StrUCt|0nS or details that will be 25| Comments 2% watch List .(;L Hiztory & Custom Fields
displayed in Notes panel at the bottom when the Q General | %P Reminder | @ Resources | ¢l Atachments | & Note
task is highlighted. Also you can format the
text's font name, size, color, style, etc. (=]E = | @ @ e 8

e Select Note tab
e Enter Text
e Format Text

e Click OK

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

Select Status of the Task
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You can attach a Link or a File to the task. If you  [NEsea (X
select Link, it will connect the task with a page in %] Comments | 2% Waichlit | @ Higerefemmtiimuston Fieids
the Internet or a file stored at your PC or in a QD Gereral | % Feminder | 2, Resources '
shared folder in the Local Network. If you select
File, it will automatically upload a file to the Q, Q
database. The attachments will be displayed in B attochment. () | e Sw—
Attachments panel at the bottom, when the task is
highlighted.
e Select Attachments tab
e Click on Add Attachment button
w Ok ] [ 3 Cancel
Edit Attachment E| Edit Attachment E| Edit Attachment E|
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 [ VEk [xtancell
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|

| %—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 |

Select a Link or File and click on Open Attachment

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 |

Select a Link or File and click on Save Attachment
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2.2.2. 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 g|

25| Comments 2% watch L a._Histary & Custom Fields
e Select Resource tab ) General | %F Reminder Resources ,,rlj Attachments | & Mote

RED

e Check Resource(s)

Adrminiztrator
Backstreet boys
e Click Ok Ernzt Meizvestny
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 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 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
e e
[JDue Date ——{7 paur 1
2Ihnurs V_}
[ DatekTime
StartTime:| | | |
Finish Time:| | | | Recurence. ..
’ a Ok ] [ xl:ancell

Select Estimated Time from drop-down menu

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

MHame: |VIF' Tazk Manager Purchaze |

Pricrity: |<i> Jrgent v| Tazk Group: |Eompany v|

Estimated Time: |30 minbes vl Actual Tirme: |30 minLbes v|

ik Flow | Default w |

Statuz: |‘* Crraft w | Complete:

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 |

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.

2= Comments || ,“l: Watch List || @: Histary || & Custom Fields
) General | @ Remindsr | 2 Resources | G Attachmerts | & Note

MHame: |VIF' Tazk Manager Purchaze |

Priarity: | <> Urgent | Task Group: Compary v
Estimated Time: | 30 minutes | Actusl Time: |30 minutes v |
Workflow | Defaul v/

Status: | g¢ Draft v|  Complete:
Due Date
110/10/2007 v|
2] DatetTime \\

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

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

12 3 4567

a Ok ] [XEancell
8 9 1112 13 14

15 16 1819 20 21
2223242526827 28
29 30 31

\_ (o) (o))

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

d Event time
T e o # e 0w 5 e
(N
Recurrence patkern
Nal @ paily (%) Every day
! Weekl
Prio © i () Every weekday
(7 Manthly
E stirry
() Yearly
R

Range of recurrence

(#) Mo end date
Start:  [3/5/2007 |
o (Y End after: OCEUrrEncEs

OEndby:  |3/5/2007 v

[ Ck k‘l ’ Cancel ]

Remove recurrence

Finish Time: | 341472007 v

—
vo
=

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 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

Select Reminder tab and set Reminder

| 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 |

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

2.3.1. 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)

< Motifications =3x8
P =l o
Title Date Created Creatar ~
/[ 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 panel at the left bottom of the screen
Notification panel allows users to mark selected or all the Notifications as read.
“ ¢ Motifications v Motifications
| e | = 3 =y a\.%_*. 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

8/15/2006 10:55 AM
8/15/2006 10:51 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 [ 1763 ] Leave more music writing for outsourcing

[ 174E ] Reduce time ta 2 minutes for a song [ 1746 ] Reduce time to 2 minutes for a song

[ 1729 ] Transzlate songs into native languages [ 1729 ] Tranzlate songs inte 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 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 Show UnRead button Click on Show Notifications 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 = &8
M
- 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 Show Description button

“ 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 Task button
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2.4. Step 4. Management
2.4.1. 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

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 useful and powerful time and task management

tool for prioritizing, sorting, grouping tasks.

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

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

: File “iew Tools Help
Task List

Task Tree || Calendar | Resource List|

| & &

et el

=g Your-Company-Name Sell songs free of charge

-@-' Farketing

ru e A P

o Send songs by e-mail

Select a task, click on Increase Priority button

. File WYiew Tools Help

Task List |Task Tree | Calendar | Resource List |

$ 115 58

Ceh e o e of w | PE B ||
[0 2|

o Task Groups

© File “iew Tools Help
Task Lisk

Task Tree | Calendar | Resource Listl

i@ Task Groups

% & o &

Mame

L 0B Destroy competitors' records H
e of | TE & . LA

Buy all the radio airtine

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

Click on Manual Sorting and Move Up button

& VIP Task Manager [ User: Tom Jons | [DataBase: 192.168.0.9:C:\Progra

: File “iew Tools Help

Task List |Task Tree | Calendar | Resource List |

111l S

=2

_ &t
e

i
[EICERE R

o @ @& o=
i@ Task Groups

Click on any column header to sort tasks

= | o
W | Ey AleN e el L Status
e o o Name I 5 S
: ._?er\h. (@ & |ueE tiority ¢ Urgen
- F 1 . Sell songs free of charge -: Ige 3 ; - 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 0 - - - = N - |EI Priarity : Highesk
N o o Try ko omit the rhymes: tonigh - so right, | = Highes | Dr:

Drag & Drop a column header to group tasks




VIP Task Manager Pro User Start Up 32
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

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

& 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 Task Group, click on New Folder button

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 Task Group, click on New Task button
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2.4.3. Schedule Management

700

30

800

30
9 oo
30
10 oo
30
11 oo
30

Monday, August 21

Tuesday, August 22

Tom Jons

Wednesday, August 23

Thursday, August 24

Friday, August 25

Y. Translate songs inko native

languages

2% Al the songs should be about
love

Wanted more drums

Wants to bake part in the

f@f Order mare country music

orchestra

@ Try to omit the rhymes:

tonigh - o right, miss - kiss

£! Ordered amarch

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

5

o" @ &; | © @

Date Mavigatar

August 2006
SMITWTFS
12345
& 7 8 9101112
13dddads 17 18[19]

1| 21 43242526
2928 0 31

Cctober 2006
S M TW T F S
1 2 3 465+686 7
§ 91011 12 13 14
1516 17 15 19 20 21
222324252627 28

1|29 30 31

Task List

eF Br @& | O @

[Drate Mavigator

4 August 2006
SMTW TF S
12 3 45
& 7 8 9101l 12

Cckober 2006
SMTWTF &
1 2 3 456 7
8 91011 12 13 14
15 16 17 15 19 20 21
222324252627 28

129 30 31

Task Tree | Calendar

Task Tree | Calendar

Resource List

a2#a

September 2006k

SMTWTF S

1 2

3456 7 89

1011 12 13 14 15 16
(17 18 19 20 21 22 23
24 25 26 27 28 29 30

Movemnber 2006
SMTW TF 5
1 2 3 4
S 6 7 8§ 91011
12 15 14 15 16 17 15
192021 22 23 24 25
= 26 27 28 29 30

800

an
g
an

10 @
a0
11
a0
12pm
an

1 o0

Select a date

Resource List

O]

September 2006
SMTWTF S

12

3456 789

1011 12 153 14 15 16

|17 18 19 20 21 22 23
24 25 26 27 253 29 30

Movember 2006
SMTWTFS

1 23 4
5 6 7 8 91011
12 13 14 15 16 17 18
1920 21 22 23 24 25

|20 27 28 29 30

Select several dates

8 an
30

9 Jula]
30
10
30
11
30
126
30

100

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
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Users can create Tasks for the certain Dates and 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

Select a Time Period

| Resource List

-ﬁ%q; el o of | S |5 Parstows  vzomn ¥,
IjahNel,\u\l i’asl Ins)| @74 Jom Jors
T Thursday, August 24

4 August 2006 September 2006

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

26 7 89101112 * 3 4 567 89 archestra

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

vlzoz21 222382526 = 17 16 19 20 21 22 23 g m

5|27 28 29 30 31 |24 25 26 27 28 29 30 =

October 2005 Mavember 2005 10 @
SMTW TF S SMTWTFS 30
12345%67 123 4 T
5 91011121314 = 5 & 7 8 91011 11

(15 16 17 18 12 20 21 12 13 14 15 16 17 18 30

2|22 2324 25 26 27 28 7|19 20 21 22 23 24 25 12 pm

29 30 31 w26 27 28 29 30 a0

Click on New Task button

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

Task List | Task Tree | Calendar |Resource List

Task List | Task Tree | Calendar |Resource List

Drag & Drop Task across the Schedule

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 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 2 28]
recommend all the users to apply filters that help to focus on actual virx IRy
tasks. ' :

¢ St Filter | .
You can set filters for a certain Task Group you or your team is =@ YourCompanygMame 0 &
working on at the moment. e Marketing

1]
1]
@ Aagrezzive 3
@ Direct 4

1]

e Select a Task Group in Task Groups panel 5@ Sales

. . ol LIS Market
e Click on Set Filter button © Waoldwide 2
+ @ Products 0
Filters panel is a powerful tool to display tasks with a certain names, o seckanaathan n 22
S Task List - Filters =8

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

23
resources. Current B % »
; il v,

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

e Choose filter settings I 2
| Statug ated ln Frogress »
- . Pricrity
e Click on Apply Filter button sl Tie | e \
. . . . . Estimated T Lot
If you use a certain combination of filters often you can save it and | g, pate
then choose it from the drop-down list. Date Fange | M Crogress
s ] Cancelled
Date Create 7 [ Completed
Date Last M| - 1M1 verifiad
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2.5.2. 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 Resouces || @ Attachments || & Mot |

[%_—5 Comments :%v Wwhatch List

I_ll_i': History ||

& Custom Fields

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 |

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 29 wiatch List I_ll_i': History |

% Custom Fields

EE OO
EE OO0

Lizt of supervizors
[ | Administrator
[ |Tom Jans
Prasident

Developer
Firancial Directar
td ark eting t anager
Sales Manager

5 e o

Technical Suppart

E eb Dezigher

l w Ok l ’xCancel

)

Select Watch List tab in Edit Resource dialog
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2.5.3. 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 || 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




VIP Task Manager Pro

User Start Up

38

2.5.4. Customizing Views

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

or removing

Murmnber Mame Pricrity Status | Complete Start Date Finish Date Due Date | Time Left
%\L Sort Ascending 5 Highest | In Progress | 15 % |8/25/2006 10:00, 92/2006 12:00 A
E\L Sort Descending - Lo Cancelled 10088 | B/26/2006 11:00,|3/31/2006 12:00,
Clear Sorting St Urgent | In Progress |WES % gf21f2006 | 1d 6h 56m
Mormal | Draft 0 % 8/21/2006 10:00,8/21/2006 12:001/8/21/2006 | 1d 6h S6m
=4 Graup By This Figld E -
= Group By Box tts High |Completed |BABESEN 51222006 1:00 PI|9y7/2006 12:00 A
Park, Mormal | Draft 0% 8212006 9:30 & |5/21/2006 10:30,
Fooker .price Marmal | verified 100 % Si21f2006 | 1d 6h S6m
aroup Fookers . Mormal |In Progress |[W@EL  |5)21/2006 5:30 A 8/21/2006 10:00,
High |Created 0% |6/23/2006 §:30 A|5/23/2006 10:00,
.anguages Mormal | InProgress || 5% | 8/22[2006 5:30 A |8/22/2006 11:30,
-r asong Mormal | Draft 0 % Si23f2006 | 3d 6h S6m
1= align Left . ouksaurcing Lo Completed | BRBOSE |3/27/2006 10:00,/9/5/2006 12:00 A
1= align Right E;h - soright, m Highest | Draft 0%  8f23/2006 10:30.|8/23/2006 1:00 PI
1= align Center _JI: lowe Marmal | Draft 0% |B/21/20068:15 A |3/21/2006 915 A
153 Best Fit _ ! Urgent |Draft 0% |8/25/2006 9:30 A|5/25/2006 11:00./8/21/2006 | 1d 6h S6m
1 Mormal |In Progress |8 5% |8J21/2006 Z:00 P 8/21/2006 3,30 FI
| BestFit (sl colmns) gy Mormal | Created 0%  |B/24/2006 5:00 A|8/24/2006 2:30 A

Right-click on column header, select Remove This Column

Users can customize Calendar view by adding or removing Resources Schedules, displaying Schedules for

various time periods, changing Time Interval.

Drate Mavigator Tarn Jans

@24

Maonday, August 21 Tuesday, Augusk 22

4 Augusk 2008
S M Tw T F 5

September 2006 p
S M TW T F S

‘Wednesday, August 23

1 2 3 45 1 2

Jala]
6 7 8 9101112 3456789 8 — - =y
13 14 15 16 17 18 10 11 12 13 14 15 16 30 ] Tra!'uslalte s0ngs inta o] Oru:h_ar rmore country
| 20 FIWEFE)24 2526 |17 18 19 20 21 22 23 g 00 & Al the songs should be native languages i, mste
2728293031 24 75026 27 28 29 30 - about love
10 0o Wanted more drums
i Task Groups =3EEA 30 @ Try to omit the
- rhyymis: tonigh - so
o i oF ©F | TR Eo . 11 - right, miss - kiss
I Filters - Calerdar @xE 19

b

% Motifications

L]

K

Show More Resources

@+a

Display more or less Resources Schedules

Attachments
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Task List

Lot o & ©r ©

Date Mavigator

4 Augusk 2006

S M TW T F 5
12345

f 7 8 91011 12

13 14 15 16 17 18[19]

z|:|21 22 23242526

2728293031

Cickober 2006
SMTW T F 5
1 2 3 4 5 6 7
8§ 91011 12 15 14
15 16 17 18 19 20 21
22 2324 25 26 27 28

112930 31

Task List || Task Tree | Calendar

B B @: B ©

Drate Mavigator

L | August 2006
SMTW TF S
123 45
& 7 8 9101112
13 14 15 16 17 18[19]
|z0E3l22 23 24 25 26
27282930 31

Cckober 2006
SMTWTF S
1 2345 86 7
5 9101112 15 14
15 16 17 18 19 20 21
22 2324 25 26 27 28

129 30 31

Task Tree | Calendar

Resource List

=R : Tom Jans
L Week v Chrl+2
ek View JCtrl+2)] Monday, August 21 Thursday, August 24
September 2006 P 5:30am & All the songs should be about | S:00am 2;30am Wants bo take part in th

SMTW TF 5

12

3456 7 89

10 11 12 13 14 15 18

|17 18 19 20 21 22 23
24 25 20 27 £8 29 30

Movember 2006
SMTW T F 35
1 2 3 4
5 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 List

=FE

September Z006
S M TW T F 35
1 2
34 56 7 5 9
10 11 12 13 14 15 16

4

(17 18 19 20 21 22 23

24 25 26 Z7 28 29 30

Movermber 2006
SMTW TF S
1 2 3 4
5 6 7 8 91011
12 13 14 15 16 17 18
19 20 21 22 23 24 25

|26 2F 28 29 30

10:00am & 6 Give live concerts in Centr

Tuesday, August 22

8:30am 1 Translate songs inko native lal

15 min

&0 min
30 min

9:30am 11:00am

Tarm Jans

Monday, August 21

10 min
& min
3 min

Friday, August 25

Crdered a march

& Al the songs should be about love

= Give live concerts in Central Park

Change Time Interval
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2.5.5. 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\ser\Desktop\ntitled-2. html - Microsoft Inte] Ed Microsoft Excel - vip_tm_export_view.xls
L Favarit e B19 - #& Purchase VIP Task Manager
il= i jew  Fawarites  Tools =
£ A E [ ¢ D E
Mumber ame Priority Status | Complete
1
Mumber Hame Priotity | Status | Complete 2 r 1 |Destroy competitors' records Highest InProgress © 15 9%
1 | Destroy competitors' records Highest | In Progress 15 % 3 F 2 |Buy all the radio airtime Lo Cancelled 7 100%
2 | Buy all the radio airtime Low Cancelled 100 % 4 F 3|5ell songs free of charge Urgent InProgress | 25 %
r g r >
3 | Sell songs Free of charge Urgent | In Progress 25 % 5 b #|5end songs by e-mail N?rmal Draft b 0%
- B 5 |Hand out songs on the streets High Completed 100 %
4| Send songs by e-mai Mormal | Draft o % 7T & |Give live concerts in Central Park Mormal Draft T
5 |Hand out songs an the streets High | Completed 100 % g 7 |Correlate song price with il price Marmal verified 7 100%
6 | Give live concerts in Central Park mormal | Draft 0% al & Boost sales in Alaska Mormal InProgress | 70%
| : N | ™
7 | Correlate song price with oil price Mormal | Yerified 100 % 10 o §|Order more counkry music High Created o o%
11 10 Translate songs into native languages Mormal In Progress 5%
5 | Boost sales in Alaska Mormal | In Progress 70 %
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2.5.6. Printing

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

K Print Preview

File ‘iew Format Go

HEEH ESEE0 B BEY EEEBH B 0w ~ N

Margins  Left: 05" Top: 05" Right: as" Botkarn: 0.41" Header: 0.1" Footer: 0.z"
i umber Tame tiority Status omplete Start Date inish Date Due Date Folder
| 1 |Destroy competitors' records % Highest: |In Progress I 15 % |5/25/2006 10:00,9/2/2006 12:00 A Agressive | Michael Jacksan
E Burn 'em all
| 2 Buy all the radia airtime S Low Canceled |[JETRIEEN 5/26/2008 11:00.|8/31 /2006 12:00, Agressive | Michael Jacksan
3|3ell songs Free of charge 5! Urgent |In Progress .25 k) 8/2172006 | 1d Sh 49m |Agressive  |Michael Jacksan
| Time Limited Offer
4|Send songs by e-mail § Mormal |Draft 0% |8/21)2006 11:30,|5/21/2006 1:00 PI|3/21/2006 | 1d Sh 49m |Direct Tom Jons
E Attach texts to the letters
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3 User Interface

3.1. Interface Summary

Getting familiar with VIP Task Manager Professional Interface

) N 5)
N 2) &)
er P 0 0 i -
File Yiew Tools Help .
ask Tree lendar | Resource List,
> ©: © = E i
E: d 0 oup
ZTor @ @ | =
- D Info MName Status v Complete Priority % Jue Date ¥ Zstimated Time: Owner ~| Date Last Modified v Task Group
P‘f_"::s':‘g o 10| & 1 Order Placed || 1% @ normal h om Administrator 27/09/2007 12:21 Reordering RL
[} g ae:uiiizﬁ Lisa:;s u| & 2 & Draft 0% @ normal 0h 0 | Administrator 27/09{2007 12:21 Reardering RL
# @ Quotations 13| & 3 @ | Verified 0% @ normal 0h Om | Administrator 27/09{2007 12:21 Reordering RL
@ Orders
# g Invoices
gg :zz:::;s 44 3 OrderPlaced | 1% @ normal 0h O Administrator 271092007 12:21 Order 1 i
55 1 4 Draft 0% @ normal 0h om Administrator 27/09j2007 12:21 By Product
56 2 4 Draft 0% O Normal Oh Om | Administrator 27/09}2007 12:21 By Product
57 1 48 Draft 0% 6 Mormal Oh Om | Administrator 27/09}2007 12:21 By Supplier
ot - Filters B 58 2 4 Draft 0% e Normal 0h Om | Administrator 27/09/2007 12:21 By Supplier
(?/ Urrent v RS
Al ' 65 s |4 Draft 0% | @ normal 0h om Administrator 27/09j2007 12:21 Payment 1
e ) =
Status . |15
Priority 5]
(3) Actual Time ™
~ Estimated Ti| o o 76 |4 - Completed | € rormal 07/08/2007 h 0m Administrator 27/09/2007 12:21 Order 1
te
Date R3Mye_ v
Date Create v
Date Last M - @ 79 & 1 - Completed P00 S @ normal 0h Om Administrator 27/09/2007 12:21 RLL
Date Complé i 80 & 2 48 Draft 0% @ normal Oh Om | Administrator 27/09/2007 12:21 RL1
A By Resource 81| 3 NQitnsReceived | 1% @ normal 0h om Administrator 27/09/2007 12:21 RLL
Ouner. 1. b ‘Sag 2 Meived | 1% @ normal 0h Om | Administrator 27/09/2007 12:21 RL2
SERLGN . ¥ 8 NI @ verfied SN 0% @ normal Oh Om  Administrator 27/09/2007 12:21 RLZ
: :::t:t:n‘;s 2] s & 3 S %ﬂde, Placed T\‘l % @ normal Oh Om | Administrator 27/09{2007 12:21 RLZ
% 56 ohom
o history [OF aF
at 20/09/2007 10:22
[Task was created = X = T z
= v B Roles A View Edit Delete ' ing permiss|
S at 20/09/2007 10:22 o0 | Deny(e| 2" Denv(e| £ ey 2 Denye
mnm;. p nlimited 'é" Allow(e | 2 Allow(E | L Allow(E | £ Allow(E
Supplier: 'Supplier 2' -> 'Supplier 3' 2 Allow(e| £ Allowle| X Allow(E | 2 Allow(E|
. [Quoted: 0-> v
» Notifications @3 Task history & Notes ”a:i Comments ”@ Attachments H Chart P Permissions JI& Resource Assignment ‘
[ 0%
D
= Main Menu provides access to main features of the program
0
= View tabs allow shifting between Task List, Task Tree, Calendar and Resource List views
D
= Toolbars contain commands, specific for given panel or view
D
= Panels feature various tools for managing tasks, task groups or resources
R

G

Grid displays tasks, task groups or resources in the form of list, hierarchic structure or schedule
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3.2. Main Menu

Main Menu consists of:
'File' menu
"View"' menu
"Tools' menu
'Help' menu

‘File’ menu
Inside ‘File’ menu the following options are available:

e Change User allows to login to the program under administrator or other user account
o Edit User Profile allows to edit user information like Job Title, E-mail, Phone, etc.
¢ Archive mode allows to show the tasks that are placed in archive

e Edit name of root task group allows to change the name of root

task group (only if you login under administrator account)

@ VIP Task Manager Professional Ji8 Export View to Excel allows to export Task List, Task Tree,

: BEEN View Tools Help . .
- Calendar and Resource List views to MS Excel

i Change User... |
' Edit User Profile e Export View to HTML allows to export Task List, Task Tree,
Archive mode | Calendar and Resource List views to HTML

Edit name of root task group

e Import VPXML allows to import tasks from VIP Team To Do List

E>R°’t View To Excel... . software product
Exptrt VYiew To HTML... ’ ] )

e Import from Outlook allows to import tasks, contacts, journals and
Import YPXML...

appointments from MS Outlook
Import from Outlook. .. . . .
e Print allows to print out Task List, Task Tree, Calendar and
Print... Ctrl+P

Print Preview,.. Shift+Ctrl+P Resource List views

=
=

e Print Preview allows to preview Task List, Task Tree, Calendar and

Exit

Resource List views, create and edit your own print design

o EXxit allows to exit the program

‘View’ menu
Inside ‘View’ menu the following options are available:
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@ VIP Task Manager Professional [ User: Adm

. File BUENN Tools Help

Tk [ | o it

Panels » | v |Task Tree

@
= Columns  » | v |Resource List
@ Taskosr=muups 7: el
L‘_‘_/—[ ask List - Filters
ERS Company 7 | Task Tree - Filkers
# 1. Getting SI‘ v Calendar Filters
.6' 2. Defining The| v | | Task List - oups
@ 3. Planning Th\
# @ 4. Monitoring T

o oY ey

v | Calendar - Groups

| Motes
@ 5. Closing Dow —’
&8 John Dos \V Attachments
©"' Ivan Susanin \ v | Matifications

© Emst Neizvesti| v |Roles
©- JoeBlack
LS D ooliatiant ;,,,k‘

7 Task List - Filters ;——

; Permissions

Resource Assignment

i 'Comments
© Current ¥ ¥ } | Charts
; i ‘7: | Task history
‘EJ Common

Customize...

‘Tools’ menu

e Toolbars option allows to display, hide and customize
Toolbars of corresponding Views and Panels

e Panels option allows to display or hide corresponding Panels

e Columns option allows to display or hide columns on the grid
of corresponding Views

Inside ‘Tools” menu the following options are available:

@ VIP Task Manager Professional [ U d

: Fil=  Yiew NEEEN Help
' _ °
Task List |l Custom figlds... - Lis
N Cuskorn workFlow, ..
a o % . k E’ L
S, Options. .. :
ig Task Groopsorrraskoscesy (= -

‘Help’ menu

Custom fields option allows users to create, edit and delete their
own fields

Custom workflow option allows user to create, edit and delete
their own types of workflow and task statuses within these types.
Options allow users to edit various program settings like Global
Hotkeys, maximal size of attachments, loading program on
Windows StartUp, etc.

Inside ‘Help’ menu the following options are available:

e Help option allows users to make an acquaintance of program features and solve problems that appear

when working with the program

@ VIP Task Manager Professional [ User: Admis

. File View Tools
Task List TaskTrEID Help F1

D | & |: ?

i@ Task List - Grow Home Page

Enter license infarmation, ..
[Fa! N

About option allows users to get information about product
version and software company

Home page option allows users to open product home page
in default Internet browser

e Enter license information... option allows users to enter
the path to license file in order to register the product
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3.3. Task List View

Task List Toolbar
By default Task List toolbar is located at the left top part of Task List view.

. File Miew Tools Help

Task List | Task Tree | Calendar | Resource List

] — e 3 —

. 1
@ TaskList - Groups O 2 | Current filker: (Task Group (Starking project))

|§| |ﬁ:?%' s E:‘..]

The following table describes each of the Task List Toolbar buttons.

Button Hot Key Description
Lok - Ins Create a new task
@ F4 Edit existing task
& F8 Delete existing task
B Shift + Ctrl + ..
o= Down Decrease task priority
e Shift + Ctrl + Up | Increase task priority
- Change task(s) status
i Ctrl+0 Manual task sorting
Move the task one position up (button is available if ‘Manual sorting’
ot Ctrl + Up e
button is activated)
i Ctrl + Down Moye t’he task one position down (button is available if ‘Manual
sorting’ button is activated)
o F5 Refresh the tasks on Task List grid
a Always expand all task groups when the tasks are grouped by any
Ex column

: Expand all task groups when the tasks are grouped by any column
= (available if ‘Always expand’ is not activated)
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Collapse all task groups when the tasks are grouped by any column
— (available if ‘Always expand’ is not activated)

|ed-] None — hide tasks’ notes and custom fields

ore Note as plain — display tasks’ notes as plain text on Task List grid
Note as RTF — display tasks’ notes as RTF on Task List grid
Custom fields info — display tasks’ custom fields

Moke as plain

Maoke as RTF

|Z| Cuskom fields info

|E| Ctrl + W Apply columns auto width

i Select the columns that will be visible on Task List grid

Add or remove buttons to Task List Toolbar

Panels

Columns

v"To move Task List Toolbar move mouse cursor to its left border, left click on it while cursor has
its ‘crosshair’ status, drag and drop it wherever you need

: File Wiew Tools Help

Task List |Task Tree || Calendar || Resource Lisl:|
Poi-wa oo | 8t LS| |[H] .

i@ Task Groups on Task Lisk Wiew =& B8

1113

g

i o - o o
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: File Wiew Toals Help

Task List | Task Tree " Calendar H Fesource List I
@ Task Groups on Task Lisk Wiew (=) 3¢ E3

- | e

PR | ek @ e |5

P Comparry @

@ 1. Getting Started

@ 2. Defining The Praje o | | —
(=3

- 3.Planning The Pr 24
. . - 4. Monitoring The Prg
v'To take Task List Toolbar out its default @ 5. losing Down Double
location and vice versa double click on it. @ John Doe click

T Filters - Task List

S Current W _,‘_{ _“pﬁv = Ell-

Task List grid

(] Name Stakus ) Complete | Priotity % Due Date Estimated Time = Owner | Finish Date % Assigned | Task Group
16/ fLZ=| make your project B IProgress | 5% @ Urgent | 18j03/2008 2h Om | administrst| 18/03/2008  |JohnDoe |3, Flanning The
17| & List all the activitiesin | 44| Created 0% Low 04032008 0h 30m | Administrat| 18/03/2008 | John Doe 3. Planning The
18 Group basks under 20 Created 0% High 18/03/2008 0h 45m [Administrat| 18/03(2008 | John Doe 3. Planning The
19| & it down | Completed | RS [ High 18/03(2008 Sh Om|administrat| 18/03/2008 | JohnDoe 3. Planning The
20 Estimate how much time | i, | In Progress || 10 % |6 Mormal | 25{03/2008 0h Om | Adrinistr ak 3. Flanning The
21 25| [Hdentify activities that | .| Completed |_ & normal | 250312008 0h Om | Administrat 3. Planning The
2z Prioritize planned B InProgress | 25 % @ Urgent | 11j03/2008 0h S0m | Admiristrat| 11/03{2008 |1chnDoe  |3. Planning The
23 & Make a communication | 44| Created 0% @ tormal | 18/03/2008 0h Om | Adrmiristr at 3. Planning The | _
24 & Carry out & Full risk 5 Created 0% High 20/03f2008 zh om | Administrat 3. Planning The
25 Appoint a team member | .| Completed | IMBRSE | [ Highest | 26/03/2008 oh Om | Administr at 3. Planning The
26 Filter your project for | 44| Created | 0% € Mormal | 28032008 24h Om | Adriristr at 3. Planning The
27 & Make a Gantt chart to | | InProgress | N % & normal | z4/0312008 0h Om | Administrat 3. Planning The
28| Make a milestone plan for| 5| Created | 0% & vormal | 2570312008 oh Om | Administr at Ivan Susanin | 3. Planning The
29 Check the project by the | | InProgress  |IMEIEENY |3 Mormal | 27/03/2008 0Oh Om | Adriristr ak 3. Planning The
30 et aredlistic deadline | 44| Created 0% & normal | 27/03j2008 h 10m | Adriristr at Joe Black 3. Planning The
62 Filter your project for | g/ Draft 0% & normal 0hom | John Doe | 29/03/2008 | Joe Black 3. Flanning The
63 Make your project 4 Draft 0% & tormal 0Oh Om|Jobn Doe | 29/03f2008 | Joe Black 3. Planning The

24 35h 15m w
Right click on the task allows to carry out following operations
> Create a new task
» Edit selected task
> Delete selected task
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Mame Skatus b Complete Priar
N | ., | eeeee—
Cevelop a business .
o Mew Task Ins
Make sure the proj ] -
oy Edit Task F4
ORI & Delete Task Fa
Identify all concern
. Duplicake Chrl+D
Caonsult a finance
Wtite project defini
Send project definil € Change Status ’
Define areas be @ Increase Priority Shift+Cerl+Jp

Describe what each o REEEES Shift-+CErl+Diown
Specify responsibilil

Think who should b

Filker L
Sarking L

Ensure each keam ]
Move to archive

Farrm a graup af

Hold a meeting with =
Make wour project |
List &l the activities

Write down Sending task(s) by Email...

-

Export/Prinking

Group tasks under

Column headers

»Make a copy of selected task

» Create next recurrence of the task

» Change the status of selected task

» Increase selected task priority

» Decrease selected task priority

» Select and apply existing filter to Task List grid

» Clear all filters on Task List grid

»Move selected task one position down in Task List grid

»Move selected task one position up in Task List grid

» Activate manual sorting of the tasks

»Move the task to archive

»Always expand all task groups when the tasks are
grouped by any column

»Expand all task groups when the tasks are grouped by
any column (available if ‘Always expand’ is not
activated)

» Collapse all task groups when the tasks are grouped by
any column (available if ‘Always expand’ is not
activated)

» Send the tasks by e-mail

»Print out selected task(s)

»Preview Task List grid, create and edit your own print
design

»Print out Task List grid

»Export Task List grid to Excel

»Export Task List grid to HTML

Right click on column header allows to carry out following operations on Task List Grid

> Sort tasks in ascending order by selected
column

> Sort tasks in descending order by selected
column

> Clear sorting by selected column

ity % Due Date (47 = Ei oy
2l —
ena | 255208 .
A+ Sork Descending
igh 19031201 Clear Sarting | Adrnir
armal 201031201 12rm | Adrnir
=4 Group By This Field r -
rgent 18/03/200 — 12rm | Adrnir
Group By Box F
rgent 11031201 12rm | Adrnir
ormal 15/03y200 = Foater 121 | Bdmir
ormal 2703200 | Group Faoters 121 | Bdmir
Ty 04031200 Remove This Column 12 | &drnir
ormal 25/03j200] Fisld Chooser 12m | Adrmir
ormal 251031200 Alignment Admir
ormal 18/03/200= align Left 12m | Admir
igh 26/03/200= Align Right dmir
ormal 24j03/200= | Align Center 121 | Bdmir
il Best Fit | '
armal 25¢0ayz00 * 12m | Admir
armal 271031201 Best Fit {all columns 12m | Admir

arrnal Mk e ke |
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| Compl ke % Actua
P %l Sort Ascending 3

d 0 = 2005
El Sort Descending

ress [N 104 Clear Sorting i

ted | 2008

d 0 = = 2005
@ (sroup By Box

ked 2005

Iress -° ]| Footer 2008

p 0o | aroup Footers -

Remove This Column 2008

@ Field Chooser -

d 0% = align Left 2008
d 0% = Align Right 2008
ress || Sew= Align Center S00S
ress W 25 o P4 BestFit 2008
d 0 Eest Fit {all colurns) 2008

»Display or hide Task List Grid footer
»Display or hide Task Group footers

» Group tasks by selected column
» Display or hide the space above Task List grid that
allows to group tasks using drag & drop method

s
%l Sort Ascending

il Sort Descending
Clear Sorting

=% iaroup By This Field

E] GGroup By Box

Remaove This Calurn

@ Field Chooser

alignment
Align Left
align Right
align Center
Best Fit

IR

k-

2

Best Fit (all colurmins)

Elrooer ) |
]| Group Footers

LWI'IE‘-'I’

niskrakor

W

niskrakor

nistratar

nistratar

nistrator

niskrakor

niskrakor

nistratar

nistratar

nistrator

niskrakor

niskrakor

nistratar

nistratar

nistrator
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»Remove selected column from Task List grid

» Add or remove columns to Task List grid

Actual Time | Time Left

(@i Assigned

0Oh Om| 6678h 12m| 28 %_'_"" -

thm| &846h 12m| 2ef | Assianed
Artachment

thom| 7014h 12m| 23

Department
0Oh 50m| 7014k 12m| 25

Estimaked Time
Oh 0| 7014h 12m | 28| Finish Date
6h Om z2d | Start Date

2ham| F062h 12m| 2

Oh0m| 71580 12m| 28/03)2007 10:52 | Adminiskrakor
nh el 21820 12 | 28NR2007 10252 [adminiskeakor

> Align left selected column

> Align right selected column
» Align center selected column
> Set selected column best fit
> Set all columns best fit

w | Actual Time | Tin %l Sart Ascending Cumner
Oh Om El Sark Descending ohn Dos
2008 OhOm | &6 Clear Sarting hdrministrate
005 thom| &8 hdrminiskratc
T Group By This Field L
*0& thm| 70)== sdministrate
GGroup By Box L
*0& ah S0m| 70 Adrinistrate
Fooker I
*0& oham| 70 = Adrimistrate
| Group Footers F
008 &h 0m Administrate
2008 Zh0m| 70 k Administrate
2008 ohom| 71 o Field Chooser hedministrate
2008 0Oh Om| 71 Aligrirment Administrate
2003 Ohom = AdgnLeft \dministrake
2003 ohom | 71|=)Alian Right scministrake
2008 ghom| |— Al Center ydmiristrate
-4 Best Fit —
005 OhOm| 72 hdrniniskrate
2008 oh1om| 72/ BestFibiallcolumns)  sdministrate
2003 48h Om| 7254h 12m| 28/03/2007 10:52 | Administrate

ne

sh O
2h O
Lh O
L O
1 50m
1 10m
Ih Om
Ih Om
Ih Om
Ih Om
Ih Om
Ih Om
Ih Om
b Om
b Om

Time |55 e - "=ke Lask Mot

%J, Sort Ascending
E\L Sort Descending

5052007
7062 4j05/2007

Clear Sorking

=] e k
7014 = Group By This Field 4052007
= Group By Box I

646 I5 /052007

7014| = | Footer '2i052007
7250/ = Group Footers 4/05/2007
BE7E Remave This Calumn 4105/ 2007
7182/ 5] Field Chooser 5 {05} 2007
Aligrment :_5"1':'5'{2':":'?
o,
= | align Righ I5/05/2007
7158 = align Center 51052007
— _ i
7lgz| k- BestFit '5/03/2007
7230 Best Fit (all columns) (5052007
¥
John Doe 17052007

Left click on column header allows to sort tasks in ascending or descending order by selected column
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ake | Actual Time % Time Left !

2005 0h0omYT  6673h 12m | Adr
Wzoos Oh0m|  7182h 12m|Adr
Wzoos 0k Om Adr
Wzoos Oh0m|  7014h 12m|Adr
Wzoos 0k Om adr
f2nng OhOm|  7158h 12m | Adr
f2nng OhOm|  7182h 12m | Adr
2005 Oh0m| 72300 12m | Adr

0k 0 Joh

2005 oh 10| 72300 12m|Adr

Drag & Drop method applied to column header allows to carry out following operations on Task List
Grid
> Replace selected column where you need

tiority % | Jue Dake %\' Actual Time | Time Left | D llete | Priority % | DueDate | Due I:[“ée C'v ime Lt
P tormal 0Oh Om 15) % &9 riormal | z8/03/z008 asfy o™ 7254h
dLow 04/03/2008 ohOm| e67ah 12m | 28 o High 19/03/2005 &h Om

#Urgent | 11/03/2005 1hOm| &346h 12m| 28 Yo &9 riormal | z0/03/z008 zhom| 7o6zh
»Urgent | 15/03/2005 1hOm| 7014h 12m| 28 Yo <4 Urgent | 18/03/2008 thom| 7014h
Prormal | 18i03/z008 OhS0m| 7014h 12m| 28 % |44 Urgent | 11/03/z008 1hOm| &346h
Prormal | 18j0372008 Oh Om| 7014h 12m | 28 Yo &9 riormal | 18/03/2008 0h 50m| 7014h
# High 19j03/2005 &h Om 28 |]|::> Yo &9 vormal | z7f03{z008 oh 10m| 7230h
; Mormal | 20§03/2003 Zh Om| 7062h 12m| 28) Y Lo 04032008 oh Orn | 6678h
Prormal | 24/0372008 OhOm| 7158h 12m | 28) % | Mormal | 2503/2008 oh om| 71E2h
; Mormal | 25/03/2008 Oh Om| 7132h 12m| 28) %, 9 Mormal | 25032008 oh O

P rormal | 25j03z008 0Oh Om 28 o & varmal | 18/03/z008 oh om| 7o14h
; Mormal | 25/03/2003 oh Om| 7182h 12m| 28 A High 26,03/ 2008 0h Om

# High 26032005 0Oh Om 28 % | Mormal | 24j03f2008 oh om| 7158h
P rormal | 270372008 OhOm| 72300 12m | 28 Yo & rarmal | z5/03/z008 oh om| 71a2h
P Normal | 27/0372008 Oh 10m | 72300 12m| 28) B & rormal | 27j0sR008 oh om| 72300
Prormal | zsi0sizo0s 43h Om| 7254h 12m | 28 yo &3 rarmal oh Orn

» Group tasks by selected column
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L Info | Name | gkatus | Cuplete | Priority v
17 é List &ll the activitiesin | 24 Created s Low
20 Estimate how much time | | InProgress |l 10% & narmal
21 £ Identify activities that | | Completed | BRSS9 Hormal
23 (4 Make a communication | £ Created 0% & Normal
25 Appoint a team member | | Completed _ High
27 (L [Make aGanttchart to | | InProgress | EH = & normal
75| Make a milestane plan | £ Created 0% &9 narmal
29 Check the project by the |, | In Progress _ 6 Mormnal
30 Set & realistic deadline | 24| Created 0% 6 Marmal
18 Group basks under 20 Created 0% & normal
168 (g Make your project g InProgress || 5% 4 Urgent

o | Infa Marne Status % | Complete | Priarity
3 17| & List all the activitiesin | 24 Created 0% Low
5 20 Estimate how much time |, | InProgress () 10% &9 norme
El =
21 Identify activities that Complsted | IIBERSE | &9 Norme
s H | Complete 6 orme
; 23 (0 |Make a communication | 5] Created 0 %, &9 norme
] o5 Appoint a team member | | Camplated _ High
o (0 |Mske a Ganttchartts @ InProgress N @ Norme
I 28| & Make & milestone plan | 4] Created 0% &9 norme
2g Check the project by the &, | InProgress | [NEISEN &9 normz
H 30 Set a redlistic deadine | ¢ Created 0% &9 normz
18 Group basks under | created 0% &9 normz

Left click on Current filter box allows to temporarily reset or apply current filter

'? Cur ent Fileer: (is any of (4, Monitaring The Project))

Lirag a column header here to group by that column

I | Status A e Mame Due Date | Infi
76| JF Draft Appoint someone ko be
77| §E Draft Make sure someone can
75| JF Draft Choose the bvpe of

33|40 Created Keep recards of the 30{04/2008 él
3440 Created Chaoose the bype of 29/04/2008
35|40 Created Agree monitaring and 25/04/2008

Grid Footer
Right click on Task List grid footer under particular column allows to carry out following operations
» Watch total value of selected task property, where it makes sense
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YVVVY

|

Complete

Priotity % Due Date v

Task Graup

Watch minimum value of selected task property, where it makes sense
Watch maximum value of selected task property, where it makes sense
Watch the account of the tasks that are displayed on Task List grid

Watch average value of particular task property, where it makes sense
Hide all values from the footer under selected column

Estimated Time | Owner | Finish Date

Assigned

33 i Keep records of the 20| Created 0% €9 normal | 30/04/2008 |4, Monitoring 0Oh O | Adrninistrat
34 Chaase the type of 10 Created 0% 9 tormal | 29j04/z008 |4 Monitoring oh amn | Adrministrat
35 Agres manitaring and 10 Created 0% e Narrnal 25/04/z005 |4 Manitoring 0h O | Adrninistrat
36 Have aformal approval | 20 Created 0% €9 normal | 30/04j2008 |4, Monitoring oh O | Adrninistrat
37 Appaint someone ko be | 24 Created 0% 9 tiormal | 08j04/z008 |4 Monitoring oh amn | Adrministrat
35 Review the project 0 Created 0 %a e Mormal 16/04/2005 |4, Monitoring 0h 0m | Administrat
39 Make sure someone can | 45| Created 0% €9 normal | 23j04j2008 |4, Monitoring oh am | Adrministrat
40 i Set an agenda For praject| 4 Created 0% & tormal 15/04/2005 |4 Moritaring oh amn | Adrministrat
41 Defing action points 10 Created 0% e Narrnal 2z/04/z005 |4 Manitoring 0h O | Adrninistrat
4z| & Review theitems onthe | £+ Created 0% & normal 15/04/2008 |4, Monitaring oh am | Adrministrat
43 Report if the cost or time | 44| Created 0% 9 tiormal | 2z/04/z008 (4. Monitoring 0Oh O | Adrministrat
44 Report progress abthe | 00 Created 0 %a 6 Mormal 2zfo4fzo05 |4 Monitaring 0h 0m | Administrat
45 Monitor issues that may | £ Created 0% &) normal | 2zj04j2008 |4, Monitoring oh am | Adrministrat

[ B |
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3.4. Task Tree View

Task Tree Toolbar
By default Task Tree toolbar is located at the left top part of Task Tree view.

¢ Fle Wiew Tools Help

\TCask List | Task Tree | Calendar | Resource List |

oo e | b oo o | $ T 1S s

. [l
? Task Tree - Filkers x| Bl Current filker: (Priority (Marmal,Highest))

ECurrent w / rﬁ' ﬁ .

Marne Skabu:

=EC ~
ommon —‘ E}-@~|F‘urchasing
,; | p—

MName |

The following table describes each of the Task Tree Toolbar buttons.

Button Hot Key Description
Ll - Ins Create a new task
e Ctrl+ G Create a new group
@ F4 Edit existing task or group
& F8 Delete the task
& Apply or clear filter
. Shift + Ctrl + Down | Decrease task priority
S Shift + Ctrl + Up | Increase task priority
- Change task(s) status
i Ctrl+0 Manual task sorting
| i Ctrl + Up Move th_e task_ one pos‘ition up in the té’ISk tree \{vithir_l its task group
(button is available if ‘Manual sorting’ button is activated)
1 Ctrl + Down Move the task one position down in the task tree within its task

group (button is available if ‘Manual sorting’ button is activated)

0E Display the tasks of all task groups on Task Tree grid
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== Roll up all tasks and task groups to the root group on Task Tree
e grid
S F5 Refresh the tasks on Task Tree grid
(= ;1' None — hide tasks’ notes and custom fields
one

Note as plain — display tasks’ notes as plain text on Task List grid
Note as RTF — display tasks’ notes as RTF on Task List grid
Custom fields info — display tasks’ custom fields

Mote as RTF

|Z| Cuskom figlds info

El Ctrl + W Apply columns auto width
Tiike Select columns that will be visible on Task Tree grid
X Add or remove buttons to Task Tree Toolbar
Tips:

v To display or hide Task Tree Toolbar use main menu command [View -> Toolbars -> Task Tree].

& VIP Task Manager Professional [ User: Administrato

- File
Task L Toolbars r |V Task, Lisk

i=ol Tools  Help

1 2 Panels K
g =

Columins k |V Resource Lisk

Task s = aroops R
© '" | v |Calenu:|ar

v To move Task Tree Toolbar move mouse cursor to its left border, left click on it while cursor has its
‘crosshair’ status, drag and drop it wherever you need.

@ VIP Task Manager Professional [ User: John Doe | [DataBase: 192.168.0.9:C:\Progra

. Filz Wiew Tools Help
Task List | Task Tree |Calendar || Fesource List|

= NCROCRCIICNCEE 3 R AR i

¥ Filters - Task Tree Z A | Mame I

v" To take Task Tree Toolbar out its default allocation and vice versa double click on it.




VIP Task Manager Pro User Interface 56

® VIR Task Manager Professional [ Use

: File View Tools Help

Task List | Task Tree | Calendar

1 Filkers - Task Tree L |
© My Filker w
SR
= Common
Tarne
(]
Status
L3
Prioriky %
- By Date = @
Date Range @ ﬁ E w
Date Create | [ A
Dake Last M [ w
hﬁ.
—| By Resource =
Qwner rg s
- = | [
Assignment rra oo e g e
MName s} Skakus Info  Complete  Assigned Priarity Due Date Cwner Date Last Modified  All of Sub Tasks Sub Tasks
=SEol Company 28/03/2007 10:44
+higr | 1. Getting Started Administrator |28/03/2007 10:52 1
+jg/ 2. Defining The Project Administrator |[12/04/2007 14:00
=h@ 3. Planning The Project Administrator |28/03/2007 10:52 15 1
@) |Prioritize planned activities 22 | | In Progress WES % | John Doe “4» Urgent | 11{03/2003 |Administrator 25/05/2007 12:35
@ |Make vour project planning check 16 | In Progress & || 5% |JohnDoe “4» Urgent | 18{03/2003 |Administrakor 24/05/2007 13:53
@ |Appoint a team member ko mana 25| . Completed 100 % Highest | 26/03/2008 | Administrakor 0Zf06/2007 10:35
@) |[Carry out a full risk analysis 24 Created 0% High 20{03/2008 | Administrakor 0Z{06/2007 10:35
W) Wribe down dependencies of all 2 19|, Completed & | BeeE John Doe High 19/03/2008 Administrator 25/05/2007 12:37
i@ |Check the project by the milestor 29 | | In Progress 180 % e Marmal | 27/03/2008 |Administrakar 25/05/2007 12237
@) |Make a Gantt chart ta manitor th 27 | | InProgress EA % O Mormal |24/03/2008 |Administratar 250052007 12:37
@) |Filker vour project for slipping tas 26 Created 0% O Mormal | 28/03/2008 |Administrakar 14/05/2007 13:47
@) |Estimate how much time each act 20 g InProgress §10% e MNormal | 25/03/2008 |Administrakar 25/05/2007 12,38
@) Identify activities that have to be 21| Completed 100 % e MNormal |25/03/2008 |Administratar Z5/05/2007 12:38
@) |Make a communication plan and « 23 Created 0% e Mormal | 18/03/2008 |Administratar 24/05/2007 1606
@ Make a milestone plan for the stz 28 Created & 0% Ivan Susanin 9 Mormal | 25/03/2008 | Administrator 28/03/2007 12:08
@ | Set a realistic deadline For the pr 30 Created 0% | JoeBlack O Mormal |27/03/2008 Administrakor 14/05/2007 13:48
i@ |Group tasks under different cate 15 Created 0% | John Doe O Mormal | 18/03/2008 | Administrakor Z2/05/2007 13:53
@) |List all the activities in work breat 17 Created & 0% | JohnDoe Lo 04/03/2008 | Administrakor 24/05/2007 10:57
+li@/ 4. Monitoring The Project Administrator |28/03/2007 10:52 15 1
4@’ | 5. Closing Down Administrator |28/03/2007 10:52 10 1
e |John Doe Administrator |28/03/2007 11:16 o
£ >

Right click on the task or task group allows to carry out following operations
» Create a new task

» Create a new task group

» Edit selected task or task group (when clicking on task group)

» Delete selected task or task group (when clicking on task group)

»Make a copy of selected task or task group (when clicking on task group)
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» Insert a copy of selected task group into current task group

+-1% | 1. Getting Started

2, Defining The Projec
@ Write project defir
@ |Send project defin
gy | Define areas be in
@1 | Describe what eac
@) | Specify responsibil
@) | Think who should b
@) Ensure each beam
@) |Form a group of pi
@1 Haold a meeting wit
gl Make the calls

i@ | Discuss the markel
gl Make the calls

W@ Appoint someane |
@ |List all the activitie
@ Ensure each beam
@1 Haold a meeting wit
gl |Hold a meeting wit

@) | Describe what eac

o Mew Task
o= Mew Group
oy Edit

©; Delete

Duplicate

Insert copy of task group. ..

Feofl “ustom Fields -E-ti-:-ns

Filker
Sorting

Move ko archive

» Create next recurrence of the task (is available only for
tasks)

Ins
G » Change the status of selected task (is available only for
F4 tasks)
Fs »Increase selected task priority (is available only for
e tasks)
ri-+

»Decrease selected task priority (is available only for
tasks)

»>Set task and task group custom fields options (is
available only for task groups)

> Select and apply existing filter to Task Tree grid

> Clear all filters on Task Tree grid

»Move selected task one position down within its task
group or move selected task group (when clicking on
task group) one position down in Task Tree grid

»Move selected task one position up within its task
group or move selected task group (when clicking on
task group) one position up in Task Tree grid

» Activate manual sorting of the tasks or task groups

T+ Expand all e .
© Descrbewhateac, © (when clicking on task group)
@ Specify responsibi »Move the task or task group (when clicking on task
@ Ensure each keam Sending taskis) by Email... group) to archive
@ |Hold & meetingwit  Export/Frinting »Expand all task groups

Column headers

»Collapse all task groups

»Print out selected task(s)

»Preview Task Tree grid, create and edit your own print
design

»Print out Task Tree grid

»Export Task Tree grid to Excel

»Export Task Tree grid to HTML

Right click on column header allows to carry out following operations:

=

Sheobus

eraelebe

Plwimikey

Il Task Tree Columns

w
project Fooker

ty - w+ | Aok width  Cerlew

Best Fit

2 o F
21 -

Created
= 1 2
21 -
55 ackion plan Created
e I
21 -

1D l

Tlarne
Skatus
Complete
Prioriby
Start Dake
Finish Date
Due Dake
Cianer
Tasks

> Add or remove columns on Task Tree Grid

Assigned
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Mame [= NI Com

2| Task Tree Columns 4 m A . -
A— | o »Display or hide Task Tree Grid footer
= g proj — » Apply columns auto width on Task Tree Grid

Quantity - o i . R
(] Ao width - Cerke > Apply column best fit on Task Tree Grid
By Best Fit 0

@ | price & 2

SRR Company

Left click on column header allows to sort tasks in ascending or descending order by selected column
within the task groups

Completed  Priority Stakus
. 23
oo | Il
0 % _ Lowe 4 g_ Created
[ -_e Mormal | _ In Progress
0 _G Mormal | ; Completed
_g Marmal ; Completed

Marmal 3¢ Draft
Mormal g Draft
= Mormal B l Completed
. TE Highest
pesoo |
20 %% _ Lowest
s ok -_9 Marmal
N15% _g Mormal
§10% _e Mormal
[ & -_g Mormal
0% -_e Marmal
0% _G Marmal
ES % _g Mormal
[ R -_e Marmal
s % ||| Highest
W% ||| Highest
p21o% |

o

| In Progress

_ In Progress
| In Progress
| In Progress
| In Progress
| In Progress
p Draft

p Draft

| In Progress
_ In Progress
| In Progress

| In Progress

Drag & Drop method applied to column header allows to replace selected column where you need on
Task Tree Grid




VIP Task Manager Pro

User Interface

59

Info | Complete Assignedi Priarity Due Dake

0%
& |
& 0%
s o
F || 5%
0 %
& 0%

0%

0%

N 10 %
0%
s

John Dioe
John Doe
John Dioe
John Doe
John Dioe
Joe Black

I'van Susanin

g Mormal
High

Low

<i> Urgent
@ Urgent
e Marmal
g Mormal
e Marmal
g Mormal
e Marmal
High

Highest
g Mormal
e Marmal
g Marmal

18/03/2008
19/03/2008
04/03/2008
11/03/2008
18/03/2008
27/03/2008
25/03/2008
25/03/2008
18/03/2008
27/03/2008
20/03/2008
26/03/2008
25/03/2008
28/03/2008
24/03/2005

i+

Assigned

John Doe
John Doe
John Doe
John Doe
John Doe
Joe Black,

Ivan Susanin

Prior " Assigried DR

g Mormal
High

Low

<i> Urgenk
@ Urgent
e Marmal
g Mormal
e Marmal
g Mormal
e Marmal
High

Highest
e Marmal
g Mormal
e Marmal

18/03/2008
19/03/2008
04/03/2008
11/03/2008
18/03/2008
27/03/2008
25/03/2008
25/03/2008
18/03/2008
27/03/2008
20/03/2008
26/03/2008
25/03/2008
28/03/2008
24/03/2005

Administrator
Administrator
Administrator
Administrator
Adrninistratar
Administrator
Adrninistratar
Administrator
Adrninistratar
Administrator
Adrninistratar
Administrator
Adrninistratar
Administrator
Administrator
Adrninistratar
Administrator
Adrninistratar
Administrator
Administrator

Administrator

E Cuner

.
¢

«

«
.
.
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3.5. Calendar View

Calendar Toolbar
By default Calendar toolbar is located at the left top part of Calendar view.

. File View Tools Help

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

@'-Q@-&cl-éu @ | €

| Calendar - Date Navigatar

m % i-f\” |M0nths Days | |3IZI min ,

The following table describes each of the Calendar Toolbar buttons.

Button Hot Key Description

@ - Ins Create a new task

@ F4 Edit existing task
o F8 Delete existing task
= Shift + Ctrl + Down | Decrease task priority

@ Shift + Ctrl + Up Increase task priority

- Change task(s) status
= F5 Refresh the tasks on Calendar grid
= Ctrl +1 Display task daily schedule on Calendar grid
E2 Ctrl +2 Display task weekly schedule on Calendar grid
EE Ctrl +3 Display task monthly schedule on Calendar grid
B Ctrl +4 Display task yearly schedule on Calendar grid
= Ctrl +5 Display tasks as rows and days as columns on Calendar grid
|E| Group tasks by resource on Calendar grid

|Administratnr |ﬂ| Select resources to display their tasks on Calendar grid
Meriths,Days v | Select Calendar grid time scale
0min v Select time interval to display tasks on Calendar grid
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X Add or remove buttons to Calendar Toolbar

Tips:
v To display or hide Calendar Toolbar use main menu command [View -> Toolbars -> Calendar].

@ VIP Task Manager Professional [ User: Administrato

. File U8 Tools Help

Task L Toolbars » (I3 Task Lisk
1]
L Panels k |~/ |Task Tree

Colurmns b |'~/ Resource Lisk
| ST e T

4 September 2007 | v
M TWwW T F 5
1% 1 |

Filkers - Task Lisk

» |Filters - Task Tree
=i

v" To move Calendar Toolbar move mouse cursor to its left border, left click on it while cursor has its ¢
crosshair’ status, drag and drop it wherever you need.

# VIR Task Manager Professional [ User: John Doe | [DataBase: 192.168.0.9:C:\Program Files\VIP Quality Software\V

. File View Tools Help

| Task List || Task Tree | Calendar |Resnurce List|
Tre - @ & 0 0f | S5
&4 Date Mavigatar =8
|

%l.ﬁ.ll v| | 30 30min v

17 March 18 March 19 March

| rl LL B N =] Al s 9 1 1

v’ To take Calendar Toolbar out its default allocation and vice versa double click on it.

# VIP Task Manager Professional [ User: Lena Sh

. File Wiew Tools Help

| Task List | Task Tres | Calendar

4 Dake Mavigator

4 Jury 4
MoOT W - % W T F 5 5

= o of | 1

=l 4 5 8 4 56 7 8

21f 11 1213|é| 11[12]13 14 15

B 12 20/ — 15 19 20 21 22

|25 26 2?|_h_:@| 25 26 27 28 29
&l v|

— Months, Daws

“]’Filters-cl - | B+8
30 min A

© My Filker
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Calendar grid

Joe Black ~
23 July

9 Appoint someone to be responsible For the project quality

9 Make sure someone can sanction changes in senior manager absence

9 Choose the bype of control that is needed

Right click on the Calendar grid empty space allows to carry out following operations
» Create a new task
o » Display today’s schedule on Calendar grid

30

9 i}
30
O 0a
30
1 0a
30
2 0a
30
3 0a
3

0

4I:IEI

G Discuss the

o

# Goto Date... !g'Ft+Ctrl+D

iy

=
=l

Mew Task.

Gokbo Today

Filter

Group by resources

Ins

Chrl+0

Print Preview... Shift+Ctrl4+P

rink...

Export Wiew To Excel...
Export Wiews To HTML. ..

Ctrl+P

2

3

»Display this particular date’s schedule (available only
when weekly, monthly or yearly view is displayed)

»Enter required date and watch its schedule on Calendar
grid

» Group task schedules by resources on Calendar

» Select and apply existing filter to Calendar grid

» Clear all filters on Calendar grid

> Preview Calendar grid, create and edit your own print
design

»Print out Calendar grid

»Export Calendar grid to Excel

»Export Calendar grid to HTML

Right click on the task on Calendar grid allows to carry out following operations
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»Create a new task
N > Edit selected task

» Delete selected task

1> Make a copy of selected task

> Create next recurrence of the task

»Change the status of selected task

» Increase selected task priority
, |»>Decrease selected task priority

> Select and apply existing filter to Calendar grid
e Increase Prierity  Shi+CtrltUp 15 Clear all filters on Calendar grid
&= Decrease Priority  Shift+CErH+-Down » Move the task to archive

Filker » »>Send the tasks by e-mail
» Print selected task(s)
»Preview Calendar grid, create and edit your own
Sending taskis) by Email... print design
Expart/Printing * > Print out Calendar grid
»Export Calendar grid to Excel
»Export Calendar grid to HTML

e Make wour project planning checklist

@ Mew Task Ins
o Edit Task
& Delete Task

9 Define areas be include
& Change stakus

Move to archive

Right click on Time column allows to change schedule time interval on Calendar grid

Joe Black
29 March

09 i} I Appoint a team member ko manage each risk

~ | 30 min
10 15 min
11
2 min

12 -

30

13 oo
3

i 9 Make vour project planning checklist
142

30
15 oo

30

=

10 min

Cli sour project For slipping tasks

Left click on “+* and ‘-> buttons allows to show more or fewer resources’ schedules on Calendar grid
accordingly.

Left click on /M and ™ buttons allows to show first and last resource’s schedules on Calendar grid
accordingly.
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M Current fileer:  {{Task Range or Due Date) = 'L&/07f2007" or is empty) and (Owner is any of {Joe Black, John Doe)) and (Resource is any of {Joe Elack, John Doe))
Joe Black Paul MoCartney L]
19 April 19 April

14
30
15

30 e List all the activities in waork breakdown structure
16 u]
30

17 uli] e List all the activities in work, breakdown structure
30

18™ - |
30

19 |
3

0 e Appaint someone ta be responsible For the project qualicy

202 . |
30

21" - |
30

22%
30
23%
] o i | >
= 3E B Comments @+a

Notes:
e Tasks’ background color is orange if the task is overdue
e Tasks with the different statuses may have different font colors (See How to create new task workflow)
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3.6. Resource List View

Resource List Toolbar
By default Resource List toolbar is located at the left top part of Resource List view.

& VIP Task Manager Professional [ User: Ad

¢ File View Tools Help

ource Lisk

The following table describes each of the Resource List Toolbar buttons.

Button Hot Key Description
a Ins Create a new resource
2, F4 Edit existing resource
% F8 Delete existing resource
5 F5 Refresh tasks on Resource List grid
|E| Ctrl + W Apply columns auto width
]|~ Add or remove columns on Resource List grid
4 Add or remove buttons to Resource List Toolbar

v’ To display or hide Resource List Toolbar use main menu command [View -> Toolbars -> Resource
List].

# VIP Task Ma nager Professional [ User: Administrator,

. File BUEEN Tools Help
Toolbars  k |V |Task List
Panels r |V Task Tree

Columns b | a]F!.ESI:IIJr'I:EE Lisk

v" To move Resource List Toolbar move mouse cursor to its left side, left click on it while cursor has its
‘crosshair’ status, drag and drop it wherever you need.
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@ VIP Task Manager Professional [ User: John Doe ] [

¢ Fle View Taools Help

| Task List | Task Tree | Calendar | Resource List |
2 Riles = |

v" To take Resource List Toolbar out its default location and vice versa double click on it.

*
-

@ VIP Task Manager Professional [ User:

: File Miew Tools Help

| Task Lisk || Task Tree || Calendar | Resource Lisk l_

&F)Rnles
ER 9 &3 .

k

M

[1 |unlimited

|:| Team Leader i Ivan Susanin
[] |Teamn Member “‘Jgg R Ermst Meizves
[] |peveloper = Joe Black

|:| Sales manage == Paul McCartm
]

Marketing Jonh Lennon

Ringa Skar

Madanna

Resource List grid

Drag a colurn header here to group by Ehat colurmn

Mame S Resource w0 User w0 E-Mail Departrment Job title | Address Phone
Administrator Unknown
Backstreet boys bioys@yahoo,com ark Singer Inknowen 7532415
Ernsk Meizvestny Developrent Developer IInkniown 7415285
Ivan Susanin sanya@mail. ru guide quide Unknown 9585241
Joe Black unknown
John Doe j.doe@unknown. com Unknown Unknowven Unknown Unknowsn
Jonh Lennon jonh@unknown.com art singer IInknown 1234578
Kirkarow art Singer Unknawn 3216593
Klinkon kl@mail.ru Marketing president Unknown 7416489
Lev Tolstoy tolskoy@unknown, com, ua Team member writer
Madonna madonna@unknown.com Team Member singer
Paul McCarkney mo@unknown, conm Development Developer unknown 1234545
Ringa Star ringa@unknown, comm Team member singer Unknown
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Right click on the resource allows to carry out following operations:
Name E-Mail > Create a new resource
Adminiskrator > Edit selected resource
John Bz == » Delete selected resource
Tvanfs’ % MEW Resource Ins > Delete all preset filters (is available only for
Erncl| e Edit Resource F¢ 1 administrator)
Joe Bl "3 Delete Resource Fa | > Preview Resource List grid, create and edit your own
- print design
eec et > Print out Resource List grid
Maddn = Print Preview, . Shift+Ckr+-P o > Export Resource List grid to Excel
Kirkaf =, Print. cir > Export Resource List grid to HTML
Lew T: ;;ua
Bal:k_t Export Yiew To Excel... I
Klintck Export View Tao HTML. .. y
Column headers
Right click on column header allows to carry out following operations on Resource List Grid
-Mail Al = E A Adrnir
=
e — El Sort Descending
Clear Sorting O
=4 G@roup By This Field g
— ™ > - > Sort resources in ascending order by selected
. corn |Q|Fouter F column
p—— [E5) Group Footers E >Sort resources in descending order by selected
Femaove This Column 0O column
v o s | L Field Chooser o » Clear sorting by selected column
= |Align Left O
% Align Right O
= align Center
W Best Fit

Frnissinns

Best Fit (all colurmins)
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der here to group by that column

W] n

E-Mail

Sart .ﬁ.scendinu;‘

il Sort Descending

Clear Sorking

%m

Group By Box

j.doe@unknown. com

]| Footer
]| Group Footers

jonhi@unknown, com

kli@mail .ru

madonna@unknown, com

mc@unknown, com

tolstoy@unknown, com, UE

Remove This Column

@ Field Chooser
align Left

= align Right
align Center
-4 Best Fit

0l

T

Best Fit {all columns)

O
4|
0
H
4|
[l
O
Ol
L]
O

= % B Permissions

User

!HH!H!

-

()

=

) 3| S 8| R | K3 3

000 a0

kS

%l Sork Ascending
El Sort Descending

Clear Sorting

=4 aroup By This Field

E] Group By Box

Group Fookers !

Remove This Column
@ Field Chooser

Align Left
Align Right
Align Cenker
-4 Best Fit

Best Fit {all columns)

_dministratu:ur

» Group resources by selected column

»Display or hide the space above Calendar grid
that allows to group resources using drag &

drop method

» Display or hide Resource List Grid footer
» Display or hide Resource Group footers
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column

£

Adminisk ending
TEZXA [ cort Ascending

il Sork Descending

iDDD

Clear Sorking

=4 aroup By This Field

E] Group By Box

Footer
=]| Group Footers

lign Left

HEOOOOOOO

e ko group by that col

E-Mail

&
Align Right
o

lign Center

[T

k-4 Best Fit

x|

Best Fit {all columns)

Remove This Column k
@ Field Chooser

»Remove selected column from Resource List

grid

urmn

lzer w | Recogrce O oW

=

%l Sort Ascending

j.dos@unknown, com

il Sort Descending

Clear Sorting

mC@unknown, com

jonbi@unknown, com

= iaroup By This Field

E] Garoup By Box

=] |Footer
| Group Footers

madonna@unknown,co

Remove This Column

tolskoy@unknown . com

@ Field Chooser

k@il ru

Align Left

=4 1\lign Right k
align Center

00

k-4 Best Fik

kS

Best Fit {all calurmins)

=) & B3 Permissions

l DDDDDDD!DDD!!

Left click on column header allows to sort resources in ascending or descending order by selected

» Align left selected column
» Align right selected column

» Align center selected column

> Set selected column best fit
> Set all columns best fit

*  Phone . .
: » Add or remove columns to Resource List grid
9585241
- _
_ £ Deparkment Phone
o m
Developer W
Addrags i
32165958 b
Developer M
Job title
7532415
Team member
74164539
Team Member
3216598
Unknown
Team member
753532415
Marketing 7416439
nknioisn nknown
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der here to group by that column

E-Mail % Lser *

j.doe@unknown.com

jonhi@unknown, com
kl@rnail, ru
rmadonna@unknown, com

FEEEERE EEEE

mcE@unknown, com

=

tolskoy@unknown, com,ua

Drag & Drop method applied to column header allows to carry out following operations on Resource
List Grid:
» Replace selected column where you need

strator & % Jab titl ~ | Address Departmentf~» source %  Administrator & % | Department % |J
Ld
Developer F Developer
¥
Developer lad Developer
cam L4
Team mermber F Tearn mermber
Team Member I‘ oW, Con P Team Mamber
L]
Team member In.com.L F Team member
L]
Marketing F Marketing
ko Unknown Lnkriown .corm Unknown U

> Group resources by selected column
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Drag & colunin header here ko group by that columin 3
Mam

Marme E-Mail
. || Adriniskr akar

Administrator

Ivan Susanin

Ivan Susanin

Joe Black ]
Jonh Lennon jonh@unknown, com Joe Black
Kirkaroy Jonh Lennon jonhi@unknown, com

Backstreet boys

HEREEEE
|

I lkirkorow
Backstreet boys

Ernsk Meizveskry

Paul McCartney: mo@unknown, com Ernst Meizvestmy

Klintan Kl@rnail.ru Paul MoCartney oEnknown, com
Madonna madonna@unknown. com Klinton Ma@mail ru

Ringo Star Madonna madonna@unknown,c
Lewv Tolshoy tolstoy@unkniown, com.ua Ringa Star

1ohin Do §. dos@unknown, com Lewy Tolsboy tolskoy@unknown, con

Grid footer
Right click on Resource List grid footer under particular column allows to carry out following

operations
Watch total value of selected resource property, where it makes sense
Watch minimum value of selected resource property, where it makes sense
Watch maximum value of selected resource property, where it makes sense
Watch the account of the resources that are displayed on Resource List grid
Watch average value of particular resource property, where it makes sense
Hide all values from the footer under selected column

VVVYVYYVY

Drag a colurmin header here to group by that colurmin

Mame E-Mail ser “  Resource W Administrator “ Department % Phone
Administrakor

Ivan Susanin 9655241
Joe Black
Jonh Lennaon jonh@unknown. com
Kirkorow

Backstreet bows

Ernst Meizvestny

1234578
3216598
7532415
Developer 7415285
Developer

EENEEEEE
EENEEEEE

Paul McCartney mc@unknown.com

< |
< |

khi@rnail ru

MMarketing

Madonna radonna@unknown, com Tean Member

Ringo Skar Team member

Tean member
Unknown Unknown

Lev Tolstay tolstow@unknown.com.ua

o o e o

HEEE
HEEE

John Doe j.doe@unknown.com

13

i % Average

|5' g E]None

| Rales 2, Wiew Create Edit Delete Sett
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3.7. Task Groups Panel

Task Groups panel features tools for creating, editing and deleting task groups and subgroups on Task List
and Calendar views.

By default Task Groups panel is located in the left part of the Task List view under Task List Toolbar and in

the left part of Calendar view under Filters panel.

& VIP Task Manager Professional [ User: Administrator | [PataBase: task]

. File Wiew Tools Help

Task List | Task Tree | Calendar | Resource Lisk
s =, =
o ey ecer | §F 1S« |:|.£'_
@ Task Groups on Task List View (=) 2£ £3
=,
o o el i, D
B C 0 a3
o _Dmfagvttl . 5 5 10 Infa Marne
"_'“ $ a8 .ng arte . 62 Filker wour project
i@ 2. Defining The Project 15 15|
© 3.Planning The Proji 28 28 63 Make your project
e 4 Monitoring The Proje 21 21 A7 22 £ Appoint a team me
i@ 5. Closing Down 10 10 64 Appoint & keam me
i@ Johin Do g g 71 Set a realistic deac
@ Ivan Susanin 0 0|H-
Set listic d
@ Ernsk Meizveskry 0 il &N = ittty
@ Joe Black 0 0 73 List[%i the activitie:
g Backstreet boys a a 55 Write down
G Appaint a team me
R R e L H‘ﬂ a7 List all the ackivitie:
| Current ¥ TR G, o Lisk all the ackivikie;
| g = nz Identify all concerr
- |14
Date Range equal 19072007 +Emply |« =
Date Created £ i -
Date Last Modified |l 15 -
@ Task Groups on Calendar Yiew =28 16 oo
o &S, a0
(SEFTRE Company - 83 17 Co
@ 1. Getting Started 3 9 30
@ 2. Defining The Project 15 15 18 Jala]
@ 3. Planning The Project 28 23 a0
@ <. Monitoring The Project 21 21 19 oo
@ 5. Closing Down 10 10 -
@ John Doe ] ]
i@ Ivan Susanin u] u] ?ﬂ [0
Y M+ = <

% Maotifications

5| @ % ele2] e dl[smonn v,

Tips:
v' To display or hide Task Groups panel use main menu commands [View -> Panels -> Task List -
Groups] and [View -> Panels -> Calendar - Groups].
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Pla

El@ Purchasing

[ =

@ Motes

v" To move Task Groups panel drag it and drop where you need. There must be a gray frame that shows
panel’s future location while dragging it.

Task List |Task Tree | Calendar | Resource List |

Pen v e e | @ ©F
@ Task Groups on Task List Yiew =) 3
(% esaE,

t 1=

Eer " s Info Mame Task Group Status w Complete Priotity ' % | DueDate * Estmated Tme Ownet % FinishDate ¥ Assigned 4
0 1. Getting Started ERE |
+ GEthing SEarke: N N
& 2.Definng ThePraj 15 15 16 & (2= Make your project 3. Planning The | In Progress \| 5% @ Urgent 154032008 2h Om | Administeator | 18/03(2008 | John Doe
@ 3.Planning The P 28 28 2z Frioritize planned 3. Planning The |, | In Progress ‘- 25 % @ Urgent 11/03f2008 0h 50m | administrator | 11032008 | John Doe
i % Monitoring The Py 21 21 25 Appoint a beam member |3, Planning The | . Completed | IBESE | [ Highest 26{03{2008 0h Om | Administratar
@ 5. Closing Dovwin 10 10
@ John Doe 1} i}
@ Ivan Susanin o 0
i@ Ernst Neizvestny [u] 1]
67 Joe Black 0 0 18 Group tasks under 3. Planning The | #4 Created 0% High 18/03}2008 0h 45m | Administrator | 18/03{2005 | 10hn Doe
i Backstrest boys oo 19| F Wit down 3. Planning The | . Completed \_ High 19/03/2008 5h Om| Administrator | 18/03/2008 | 30hn Doe
g Goals o 0 . 0 Carru ok a bl Elarming, The, . bl I o5 e ik, g0z oy -
ki ¥
i
T Filkers - Task List & E Fobipabe boy ook e Elanning Th o N e " . L
© Current v T Rt E . 21 25 |Idertify activities that |3, Planning The | | completed | ISMBRSERN | 99 ormal 25/03/2008 0h Om | Administrator
|E| (EeOmEm ‘ | 23 a Make a communication |3, Planning The | 45 Created ‘ 0% |e Marmal 18/03/2008 Oh Orn | Administratar
I el I [l oh | Filter your project for 3. Planning The | &5 rreated I % | @ rrwmal PRINAIPNNR 24h N | Administeatar

v To take Task Groups panel out its default location and vice versa double click on it.

=g’ Comparry

~r 1. Getting
g 2. Definin
@ 3, Plannir
g 4. Manita

@ 5, Closing
@ John Dioe

@ Ivan Su:
@ Ernst Mei:
@ Joe Black

0 583 (Bl
CRRNCT | . ]
IEEEECE — A
28 28
21 215 o
PRI | I——
W
i] [WRIEE | O —
o o b
u] L
0 0w
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Task Groups Toolbar
By default Task Groups toolbar is located at the top part of Task Groups panel.

i@ Task Groups on Task List view =] & £
= @Q,:" Company 0 &6 A
i@ 1. Getting Started Q |
@ 2 Defining The Proj 18 18
i@ 3.Planning The P 28 28
@ 4 Monitaring The Pr - 21 21
i@ 5. Closing Down 10 10
i@ John Doe n
i@ Ivan Susanin 1]
i@ Ernst Meizveskny 1]
i@ Joe Black % n -
i@ Backstreet boys n =

The following table describes each of the Task Groups Toolbar buttons.

Button Description
Filter tasks on Task List grid by selected Task Group
e Create a new Task Group
©r Edit existing Task Group
& Delete existing Task Group
= Refresh Task Tree
& _I?_/Iove selected task group one position down in Task
ree
o' Move selected task group one position up in Task Tree
= Expand all task groups
o Collapse all task groups
. Add or remove buttons to Task Groups Toolbar
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Tips:
v To display or hide Task Groups Toolbar use main menu commands [View -> Toolbars -> Task Groups]
and [View -> Toolbars -> Task Groups on Calendar View].

& VIP Task Manager Professional [ User: Administrator

- Fi Tools Help
TaskL| v | Task List
: R Panels » |~/ | Task Tree | =

Calurnins b | v |Resource List
@ Task s = aroops |7| alendar
e* o/ @, v |Fiters- TaskList |

— | v | Fileers - Task Tree

¥ | Filters - Calendar

@ Purchasing Plal

[=h@ Requisition Llst |N ;
okes

e Renrderlnc _—
. | v | aktachments

v" To move Task Groups Toolbar move mouse cursor to its left border, left click on it while cursor has its
‘crosshair’ status, drag and drop it wherever you need.

@ Task Groups on Task List Yiew (=) 3t 3

'{F’ o e S,

1. Getting Started 9 9
2, Defining The Project 15 15
@ 3.Planning The Proj 28 28
@ <. Monitoring The Proje 21 21
@ 5. Closing Dowvn 10 10

L]

@ John Doe

- Ivan Susanin

@ Ernst Meizvesktny
Joe Black
Backstreet boys

o
o o o o o
=T = = I = Ry =

e

v To take Task Groups Toolbar out its default location and vice versa double click on it.

o Task Groups on Task Lisk View (=) 3% £ |

@ 1. Getking Started 9 9
o 2. Defi 5 15
o' 3.Plal7 Double 28
@ 4. Mar| click 21
@ 5. Clos 10
@ John D ] ]
@ Ivan S ] ]
i Ernst 0 0
@ JoeBla 0 0
i@ Backstreet boys 0 0
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Task Groups Tree

=I- i@ Company o 83 A

ol 1. Getting Starked =
i@ 2. Defining The Proj 15 15
i@ J3.Planning The P 28 28
g 4 Monitoring The Pt 21 21
i@ 5. Closing Diown 10 10
i@ John Doe

- Ivan Susanin

g Ernskt Meizvestny
i@ Joe Black

i@ Backstreet bovs

o o o o o O
o o o o O O

g Goals

Right click on Task Groups grid allows to carry out following operations:

Fi0 Pl v/ Set filter to display tasks of selected task groups
“@ R - m v'Reset filter
@ @R New Task Ins ¥ v'Create a new task assigned to selected task group
o @ tew ChriG v'Create a new task group
5@ i@ Edt v Edit selected task group
g 06 v'Delete selected task group
b ;”_ Insert copy of kask graup. . v'Insert the copy of task group into selected task group
- v’"Make a copy of selected task group
- 5 Custom Fields options v/ Set task and task group custom fields options
¥ Teskiist v'Move selected task group one position up in Task Tree
| Current :+ v"Move selected task group one position down in Task Tree
=l Common oo bk erically v'Sort subgroups alphabetically within their task group
il v'Move selected task group to archive

o v'Expand all task groups
Shatus t & Expand &l

v
S e Collapse all task groups
Actual T v'Refresh Task Tree

=
Estimatq = Refresh

Tips:
e Double click on the space near Task Groups panel’s toolbar allows managing toolbars, commands and
program options via Customize window
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@ TaskGroups on Tas Double click
. =
; o &y & =i,

=gy Company 1] 3 A
@ 1. Getting Starked 9
@ 2. Defining The Proj 15 15

@ 3.Planning The P 28 28
@ 4. Monitoring The Pt 21 21
[

5, Closing Do 10 10

Customize

l Commands ] Options ]

Toalbars:
e

L |# Task Lisk

9 |I¥ Task Tree

¥ Resource List

: [+ Calendar

| |I# Filters - Task List
¥ Filters - Task Tree
¥ Filkers - Calendar
Iv Task Groups

[# Task Groups on Calendar Yiew
[ Mokes

v attachments

[+ Mokify Events

H |¥ Raoles

(|

| £

D
16
22
25

Info

m A2

Close

Eal

To close the panel click on &3 button at its right bottom corner

To make the panel auto-hidden click on '# button at its right bottom corner

To maximize the panel click on & button at its right bottom corner

To return the panel to its default position click on corresponding button again




VIP Task Manager Pro

User Interface

78

3.8. Filters Panel

Filters panel features tools for filtering tasks by their properties on Task List, Task Tree and Calendar views.
By default Filters panel is located in the left part of views.

= By Resource

Tips:

v

o Task List - Groups E=EA I 1
S,
o @y & | S,
=g Company s
I 1. Getting Started 7 —
o 2. Defining The Projec 24 bt
. . a bus|
@ 3 Planning The Proje 31 = L
@ 4 Monitoring The Pra 21 _ ||Make sure the projec
@ 5. Closing Down 10 | overview any key ric
@" John Dee ) ! Identify all concerne
@ |van Suzanin 0
@ Emst Heizvestny 1 || Consult a finance ex
@ Joe Black 0 Wirite project definiti
@ Backstreet boys U | Send project defiritic
| Task List - Filters == m Define areas be inclL
Current vy B % E)escribe what each |
H Specify responsibilit
i . _|3 ¥ Fesp )
Think wha should be
=/ Common ~h
Ensure each tean
Hame I
s Form a group of proj
Status Created.In Progn » Hald & rmeeking with .
Priarity HighHighestUrc v | Make your praject pl
Actual Time | equal Oh30m % 1 )i o) the activities |
Estimated T | Ok 10 ~ i
Simals Es m Write down depende
=/ By Date H e
i G k i
[Date Range | Today+Empty dz _mul:' il
Date Create| 14/02/2008 - 16 » | |Estimate how much t
Date Last M w Identify activities th:
Date Starter| equal 14/02/200 » I_Drioritize planned act
D ate Comph .’ Make & communicatic

. File View Tools Help

Task List

Task Tree |Calendar Resource List

R Y o= o || #|
Task Tree - Filkers 214 I 1
Current b ;< |_

=l Common

M arme
I
Status Created In Progress |
Friarity High Highest Urgeril |+
Actual time | equal Ok 30m v
Estimated Ti| equal Ok 10m v
B By Date
Date Range | Today+Empty date | v}
Date Creats | 14/02/2008 - 16/0z v}
Date Last M v
Date Starter | equal 14/02/2008+ v}
D ate Comple v
B By Resource II
C Owrer Joe Black v
Azzignment v
Department v
Custom Fields )

@ VIP Task Manager. Professional [ User: Adminig

@ VIP Task Manager Professional [ Use :
T

File View Tools Help

ask List | Task Tree | Calendar |Resnurce List

oMt @ Gy | B ® L‘?’1|E|

& Calendar - Date Mavigatar

O]

4 Mowember 2007 »
M TW TFS 5
; 123 4
E 67 8 91011
12 13 14 15 16 17 18
19 20 21 22 &) 24 25
| 26 27 28 29 30

f ﬁ Calendar - Filkerz [0 Jgs q

[late Comnleted

Current e [T By o [,
I=I Common ~
MName
D
Status Created.In Progres: »
Fricrity High. Highest,Urger +
E stimated time equal Ok 10m w
Actual time equal Ok 30m w
E By Date
| Date Range Today+Empty date »
Date Created 14022008 - 1640 »
Date Last Modified A4
Date Started equal T4/02/2008-

L]

r

i@ Calendar - Groups

# VIP Task Manager Professional [ User: Administrato

Resource Lisk

| j| Calendar - Date Mavigator

. File Tools Help
Taskl  Toobars ¥ ondar
3 Panels g
o HEEE o
— Colurnns b
\]/ Task Tree = riers
_ (G| Task Tres - Fikers
¢ Current LI =
- |,' | Calendar - Groun
[= Common
Calendar - Filter
Mame
e
Skatus || notes
Priatity Mormal| 2= | Comments
Ackual tirme [ F——

O x|

To display or hide Filters panel use main menu commands [View -> Panels -> Task List - Filters],
[View -> Panels -> Task Tree - Filters] and [View -> Panels -> Calendar - Filters].
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v" To move Filters panel drag it and drop where you need. There must be gray frame that shows panel’s
future location while dragging it

[l " 1y [N iy N J [ [N LN (=) s
i@ Backstrest bops 0+ |lsend
azk, List - Filkers (=] -4 | Defir

fLiz Created.|n Progn »
rity High Highest U
ual Time | equal Oh 30m
mated T | equal Oh 10m  »
ate

e Fange | Today+Emphy dz w
e Create | 14/02/2008 - 16 »
e Last M b
e Starter | equal 14/02/200 » Foidrit

& Comph w

rier Joe Black, W™

Tack List | Task Tree
@ T et ew

Filters - Task Tree Il

Current w Ry~

= Common -~
Mame
i
Skatus W

Priariky W | g
W
g Ernst Meizvestny

g | Joe Black
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Filters Toolbar
By default Filters toolbar is located at the top part of Filters panel.

I Task List - Fikers EBZ8

fCurrent ¥ L P BTG

i

= Common ﬁ_
Mame
D
Skakus Draft A4
Priority w
Ackual Time e
Estimated Ti “

=l By Date
Date Range | A

The following table describes each of the Filters Toolbar buttons.

Button Description

curert v | Select and apply predefined filter

T Apply filter (is enabled when “Automatic applying filter” isn’t activated)
A Clear Task List filter
- Save current filter
pet Delete current filter
B Set automatic applying filter

Add or remove buttons to Filter Toolbar

Tips:
v To display or hide Filters Toolbar use main menu commands [View -> Toolbars -> Filters-Task List],
[View -> Toolbars -> Filters-Task Tree] and [View -> Toolbars -> Filters-Calendar].

& VIP Task Manager Professional [ User: Administrato

| v | TaskList
|L| Task Tree

Columns 4 | b |Resource List

Panels

— | v |Calendar
B | e e ey Filters - Task List
;@a v |Fi|ters - Task Tree

K | % | Filters - Calendar
=@ Purchasing |7] i

AT ne b i 1l
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v" To move Filters Toolbar move mouse cursor to its left border, left click on it while cursor has its °
crosshair’ status, drag and drop it wherever you need.

‘%’Current = O K B o

= Comnon
MHame

(]

v" To take Filters Toolbar out its default location and vice versa double click on it.

1 Task List - Filters 28

i ’;ést,Llrg W
Ak A0 w
Est| Current w "‘I Om  »

SByD Y V- |

Da mpty dz %
pal_"_ 0 08 - 16 v
Drate Last b w
Date Starter| equal 14024200 »
D ate Camph w

= By Rezource

Cvarer Joe Elack w

Agzignment i |

D epartment L
Coankbamm Cinldn b

Filters Fields

Right click on Filter fields allows to carry out following operations:




VIP Task Manager Pro User Interface 82

" Task List - Filters = £ 8
© Current v 5 B~
B -
= Common i
Mame .. . .
| = v Select and apply existing filter to Task List, Task Tree and
Chat Filkers |Current ~ i Calendar grids
- 2 L_‘ts v Apply new filter to Task List, Task Tree and Calendar grids
L ' v/ Set automatic applying filter
Actual Time i e MBS v Clear current filter
EsmaPd ] o ew  shitectiey 1 ¥ Delete current filter
= By Date . v/ Save current filter
D ate Range . |
Date Create| ' 2V AS.. S g
Drate Last M v
Date Starten | equal 14025200 w
Drate Cornph w

= By Resource
Dwirer Joe Black, W |

By dragging columns header border you can change columns’ width.

" Task List - Filkers = ZE R
Current b [ By - 6
[ -
=/ Common b
MName "’"*
D
Status Created.In Progn

Pricrity High.Higheszt, L

Actual Time | equal Ok 30m

Estimated T | equal Ok 10m  »
=l By Date

Date Range | Todap+Emply dz

Date Create| 140242008 - 16

Date Last M w
Drate Starter | equal 1402200 »
[rate Comnplh w

= By Resource
Cwner Joe Black W |

Tips:
e Double click on the space near Filter panel’s toolbar allows managing toolbars, commands and
program options via Customize window
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i@ John Doe

- Iwan Susanin .
Double click

Y Task List - Filters i
© Current v T

3 i 10
= Common 1z

Marme

# Customize

l Commands ] Options I
Toolbars:

o b Mew...
¥ Task Lisk

v Task Tree

¥ Resource List

v Calendar

¥ Filtars - Task Lisk

v Filters - Task Tree

W Filters - Calendar

¥ Task Groups

v Task Groups on Calendar Yiew

¥ Mokes

v Attachments

v Matifications

v Roles ¥

[

Close

e To close the panel click on EI button at its right bottom corner

e To make the panel auto-hidden click on # button at its right bottom corner

e To maximize the panel click on & button at its right bottom corner

e To return the panel to its default position click on corresponding button again
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3.9. Notifications Panel

Notifications panel displays notifications of changes in task properties.
By default Notifications panel is located at the left bottom part of application window.

=| By Resource 19| @& W'rite down 3. Planning The - Completed | RSN
Cwner 2 . 1 e s m Gl il A Plemmim e Tl - .. ..
fzzinnrment 2 | B 28
=¥ Motifications =) 3 3 |Resource Assigl
=2 B £l | 28| e &' ||This Month | o @ AR
| ask: #16 - 11
Il Title Date Created Creator Taskgroup (| ...
[ 85 ] Get the business case approved by senior me|12,/07/2007 13:37:21 |John Doe 1. Getting 5t [ ] |Administra
I Task was created John Doe
[-E ] Get the business case approved by senior mar 12/07/2007 13:36:58 |John Doe 1. Getting 5t _|:| Ivan Susar
I Task has been deleted [ |Ernst Meiz+
[_Bl] ]1Get the business case approved by senior me 12/07,/2007 13:36:55 John Doe 1. Getting St [ |3oe Black
I Task has been deleted _|:| Paul McCal
[-33 ] Get the business case approved by senior me 12,/07/2007 13:36:54 |John Doe 1. Getting 5t _D Jonh Lenm
" Task has been deleted _D Ringo Star
[_34 ] Get the business case approved by senior mz| 12/07/2007 13:29:52 | John Doe 1. Gekting St [ |Madonna
" Due date: 26/03/2008 - - [ [kirkorov
[-34 1 Get the business case approved by senior mz|12/07/2007 13:729:20 | John Doe 1. Getting St _D Lev Talstor
" Task was created Backstreet
[_32 ]1Get the business case approved by senior me 12/07,/2007 13:29:11 John Doe 1. Getting St | + .Jz Comments

| 0%

Tips:
v'To display or hide Notifications panel use main menu command [View -> Panels -> Notifications].

W VIP Task Manager Professional [ User: Administra
. File M Tools Help

Taskl  Toolbars ¥ sndar | Resource List

|.o. | Task List - Groups =

Columns kF (]Taskhst Filters

@ Task s = 1aroaps

|" (] Task Tree - Filters
o8 B &, —
: | | Calendar - Groups
P gm E fra)

P E E <A |_r”]C lendar - Filker
=gy Purchasing l|_|CaIendar Date Mavigator | d
=@ Purchasing Plal — i
@ By Productl | Notes
2= | Comments

@ By Suppherl
© By Date | -\|Resource Assigriment

i Requisition List 1] | Attachments
i@ Quotations |°.__] Task histary
@ Crders | 42 Permissions

@ Invoices

Matifications *
I Task List - Filters i

| (Y Chart

v"To move Notifications panel drag it and drop where you need. There must be a gray frame that shows
panel’s future location while dragging it
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lili

Eskimate b h ti 3. Planning Th B

signment ., 20 SHmate hows rmuch time anning The g InProgress |1 10 %% 0 Tt rig
= Wy

sparkment S |y e}

ifications % =] 3 B  Resource Assignment

& | @ 7 |This Month v Bl

o [wF

| —

tle Date Created Creatar Task group
et the business case approved by senior me|12,/07/2007 13:37:21 | John Doe 1. Getting 5t
© was created o
t the businesk case approved by senior mar | 12,/07/2007 13:36:58 |John Doe 1. Getting St
¢ has been de ;Eted
et the business ca ptoved by senior me|12/07,/2007 13:36:55 |John Doe 1. Getting 5t| ||
¢ has been dele
et the busingss c;se approved by senior mz|12,/07/2007 13:36:54 |John Doe 1. Getting 5t
chasb .
et thefbusiness case approved by senior mz 12/07,/2007 13:29:52 John Doe 1. Getting St - 2= Comments | igy? Task history

Azakas 26N 2008 -~ -

I

—ompress End

v'To take Notifications panel out its default location and vice versa double click on its title.

= M F ruLe

Date Range " 13 Group basks under 3. Planning The Created
3. Planning Th
Date Create " 23 Double anning 1he Created
19| 3 . 3. Planning The Comnpleted
Crate Lask M I click -
24 3. Planning The Created

Motifications

—| By Resource -

: L= 2@ | Z7| e &y |ThisMonth v
Title Drate Created Creatar Task aroup

[ 85 ] Get the business case approved by senior ma|12,/07,/2007 13:37:21 | John Doe 1. Getting St
Task was created

[ & ] Get the business case approved by senior man|12,/07,/2007 13:36:58 | John Doe 1. Getting St
Task has been deleted

[ 80 ] Get the business case approved by senior ma|12,/07/2007 13:36:55 | John Doe 1. Getting St
Task has been deleted

[ 83 ] Get the business case approved by senior ma|12,/07/2007 13:36:54 | John Doe 1. Getting St
Task has been deleted

[ 84 ] Get the business case approved by senior ma|12,/07/2007 13:29:52 | John Doe 1. Getting St
Due date: 26,03,/ 2008 - = -

[ 84 ] Get the business case approved by senior ma|12,/07/2007 13:29:20 | John Doe 1. Getting St | -

2= Comments @l Task history || 3 Motes | &~ Permissions Resource Assigriment I Attachments

[l

T

Notifications Toolbar
By default Notification toolbar is located at the left top part of Notification panel.
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% Wotifications =EEAa

S 2| |22 e d.,

Date Created Creatar Task group

[ 54 ] Write personal thanks notes t|17/05/2007 11:35 Administrator 5. Closing Down
MNew Assignments: John Doe

[ 55 ] Celebrate the close down with|17/05/2007 11:34 Administrator
Mew Assignments: John Doe

| |

[ 59]Task 1 17/05/2007 11:34 Administrator '3. Planning The Proje
Mew Assignments: John Doe
[ 16 ] Make your project planning cfl 13,04 /2007 16:59 |Administratnr |3. Planning The Proje:

Start: 3/18/2008 10:00 AM -Z= 3/18,/2008 9:30 AM
Finish: 3/21,/2008 12:00 AM -> 3/18,/2008 10:00 AM

[ 11 ] Specify responsibility of each ||13fl]4f2l]l]'.' 16:59 |Administratur |2. Defining The Proje«

The following table describes each of the Notifications Toolbar buttons.

Button Description

=3 Check for new notifications

& Mark highlighted notification as read

& Mark all notifications as read

ety Show only unread notifications

o Show notifications of highlighted task
B Show notifications description

o Open task of highlighted notification

) Find task of highlighted notification

(This Manth « || Set notifications filter by date created
K Add or remove buttons to Notifications Toolbar

Tips:

v'To display or hide Notifications Toolbar use main menu command [View -> Toolbars -> Notifications]
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& VIP Task Manager Professional [ User: Administrat

=08 Tools Help

Qs [ETERN N | | Task Lisk
" Panels ¥ || v |Task Tree
-
- Columns ¥ |+ |Resource List
(-1 Tdbﬁ. LISL = arJups o Calendar
©" @ & " |Fikers- TaskList
A o « |Filters - Task Tree
S + L-:‘: .
r P = + |Filters - Calendar
=l Purchasing v | Task Groups
=@ Purchasing Play + | Task Groups on Calendar Wiew
i@ By Product
| ¥ |Mokes
i@ By Supplier N
w
o By Date Attachments
8 & -
+ g Quotations
+ham Mirders | PRFmMissinns

v"To move Notifications Toolbar move mouse cursor to its left border, left click on it while cursor has its
‘crosshair’ status, drag and drop it wherever you need

¥ Motifications

==,

‘%'—'_:_..; G G | BY e | ER|| e &y ||This vear wll
Title: Cre Creatar

v'To take Notifications Toolbar out its default location and vice versa double click on it.

Double
click

This Week

Notification grid
Title Dake Created Creator Task group

[ 85 ] Get the business case approved by senior managq|12,/07,/2007 13:37:21 John Doe 1. Getkting
Task was created

[ 6 ] Get the business case approved by senior manage: 12,/07,/2007 13:36:58 John Doe 1. Getting
Task has been deleted

[ 80 ] Get the business case approved by senior managi|12 /072007 13:36:55 John Doe 1. Gekting
Task has been deleted

[ 83 ] Get the business case approved by senior managi 12/07 /2007 13:36:54 John Doe 1. Getting
Task has been deleted

[ 84 ] Get the business case approved by senior manaogi 12,/07 /2007 13:29:52 John Doe 1. Getting

Nua dabo: 26 /0252008 -~
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Left click on column header allows to sort notifications in ascending or descending order by selected

column

Date Created

Task was created

[ 85 ] Get the business case approved by senior manag|12/07,/2007 13:37:21

Creakor
.lohn Doe

[ & ] Get the business case approved by senior manage I 12/07,/2007 13:36:58 Iohn Doe
Task has been deleted |
[ 80 ] Get the business case approved by senior manad I 12/07/2007 13:36:55 Iohn Doe
Task has been deleted |
[ 83 ] Get the business case approved by senior manag I 12/07/2007 13:36:54 John Doe
Task has been deleted |
[ 84 ] Get the business case approved by senior manady 12,07 /2007 13:29:52 Iohn Doe
Nua Aakas 205 5002 /200008 -
Right click on Notifications grid allows to carry out following operations:
% Motifications =3x8
L‘:?—! | o |;;.,|0|-;| o [ Il 1
e b T

@2 Open Task

== in

Title .'-" Creator
[ 85 ] Get the business case appro EEEE?-; Check for a new notifications . | |John Doe
Task was created | P R
| et + - -
[ 6 ] Get the business case approve d;q" ark s hea d John Doe
| Mark all as Read Shift+Ckrl+0 I

Task has been deleted
[ 80 ] Get the business case apprcwE!
Task has been deleted Il
[ 83 ] Get the business case approve
Task has been deleted |
[ 84 ] Get the business case appro

|_=_| Show Description John Doe

_gjl| Show UnReading Only

@ Show Motifications of Highlighted Task

John Doe

Nua dakas 26 002 /2008

Task group
1. Getting

1. Getting

1. Getting

JohnDoe 1. Getting

1. Getting

e

b

By dragging columns header border you can change columns’ width.

Task group #

1. Getting

1. Getting

1. Getting

1. Getting

(<

Find task of selected
notification

Open task of
selected notification
Check for new
notifications

Mark selected
notification as read
Mark all
notifications as read
Show  notification
description

Show only unread
notifications

Show notifications

of highlighted task

Title + Date Created Creatar

[ &5 ] Get the business case approved by sen lZfCIT,J"ZDl]T 13:37:21 John Doe
Task was created

[ 6 ] Get the business case approved by senii|12,/07,/2007 13:36:58 John Doe
Task has been deleted

[ &80 ] Get the business case approved by sen|12,/07,/2007 13:36:55 John Doe
Task has been deleted

[ 83 ] Get the business case approved by sen|12,/07,/2007 13:36:54 John Doe
Task has been deleted

[ 84 ] Get the business case approved by sen lZ,-"[IT,.I"Zl]l]T 13:29:52 John Doe
Nua Adakas 20 502 /20008 -~ _

Taskgroup

1. Getting 51

1. Getting 51

1. Getting 51

1. Getting 51

1. Getting 51

<
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Tips:
e Double click on the space near Notifications panel’s toolbar allows managing toolbars, commands and
program options via Customize window

@® John Doe L U 1 3et a realistic deadline

- Planning The | 3¢ Draft
- Planning The | 3¢ Draft

- Planning The | 3¢ Draft

@ Ivan Susanin ] o
&7 Ernst Neizvestny . . 7z 3et a realistic deadline
.°|

ist all the activities in
rite down

Bppoint a team member

. Planning The g InProgress

Toolbars ] Carmrmands ] Qptions ] o [PECTINE 172 (o Sl

ist all the activities in . Planning The ¢ Draft

. Planning The ¢ Draft
Task. Lisk dentify all concerned in 3. Planning The  g¢ Draft

3

]

]

3

i

i

i

; 3.

[¥ Task Tree —— =
rioritize planned 3. Planning The ¢ Draft

]

]

]

]

3

]

3

]

£

Toolbars:

ist all the activities in

v Resource List

v Calendar ist all the activities in

¥ Filters - Task List —
[¥ Filkers - Task Tree Reset... rioritize planned
[+ Filters - Calendar ake your project
[¥ Task Groups

[¥ Task Groups on Calendar Yiew
¥ Mokes ake a communication
v Attachments

[¥ Motify Events

v Roles ¥

. Planning The Created

. Planning The g InProgress
. Planning The g InProgress
roup kasks under . Planning The Created
. Planning The |+« Created

« Planning The | .| Completed

. Planning The | £+ Created

. Planning The g InProgress

. Planning The = InProgress

Double
click

Department L Jex)

“ ¥ Notifications

B | 5 & || @ er| 22| @ &y |[Ths Month v 3
Tas
Title Date Created Creatar Task group
[ 85 ] Get the business case approved by senior me|12,/07/2007 13:37:21 | John Doe 1. Getting 5t
Task was created
[ & ] Get the business case approved by senior mar|12,/07,/2007 13:36:58 | John Doe 1. Getting St
Task has been deleted
[ 80 ] Get the business case approved by senior mz|12,/07/2007 13:36:55 | John Doe 1. Getting 5t
Task has been deleted
[ 83 ] Get the business case approved by senior mz|12,/07,/2007 13:36:54 | John Doe 1. Getting St
Task has been deleted
[ 84 ] Get the business case approved by senior mz|12,/07/2007 13:29:52 | John Doe 1. Getting 5t 3=

Nua daka: 26 502 2008 "~

=

e To close the panel click on KX button at its right bottom corner

e To make the panel auto-hidden click on '# button at its right bottom corner
e To maximize the panel click on & button at its right bottom corner

e To return the panel to its default position click on corresponding button again
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3.10.Notes Panel

Notes panel features tools for creating, editing and deleting task notes

By default Notes panel is located at the right bottom part of application window.

g g L P IUYICES | o T LygE Lupuapeug SN U AU IS G| == L
3. Planning The | % | Created 0% High 18/03/2008 oh 45m |Administra) 18/03/2008 | John Doe
1 |3 Planning The | 25 Created 0% €9 rormal | 18032008 0h Orn | Adrainistra
3. Plamning The | . Completed | BESE High 19/03/2008 Sh Om | Administra| 18/03f2008  |John Doe
LN (RN, - . - e N VR P S -
| 35h 15m 3
B % (3 |otes ax ml
E'\frEElB I §|='== = v T rahoma CEE - RENERE
l'ask: #16 - "Make your projeci planning checklist’
sator Taskgroup ~ How to upgrade to the latest version?
1. Getting St
1. Dovnload the |atest version of the application,
= 2. Save .zip file somewhere in a shared folder and unzip it
1. Getting 5t 3. Cloze the application on each PC in the network:,
4. Irstall the latest verzion on each PC from & shared folder.
" — | |5. Restart each PC in the netwark.
1. Getting St E. Start the application on the first P,
7. Update the databaze [the application will automatically back up your old databage). The backing up process may take gome time,
" 30 please, do not abort the process.
CIGEHINgSE 8. Start the application on other computers in the network.
1. Getting St
1. Getting St
1. Getting St |+ t—‘z'-—' Comments .5'.1 Task history | ¥ Motes | i Attachments é—f? Permissions | =, Resource Assignment
Tips:

v To activate Notes panel select required task and press ‘Ctrl + Alt + N hot keys
v To display or hide Notes panel use main menu command [View -> Panels -> Notes].

® VIP Task Manager Professional [ User: Adminis

. File BUEEN Tools Help

Task L Toolbars  * sndar | Resource List

L g |E|Task List - Groups |

Columns 3 _“']/] Task List - Filkers
@ Task st = arogps

""ﬂ Task Tree - Filkers

o @ & €
: lig | Calendar - Groups
: o EE —
 iEE =A 1| Calendar - Filker

=@ Purchasing | [ Calendar - Date Mavigator

[=hgr- Purchasing Plai |
e .
i By Supplierl omments

2 | Resource fgssignment

- Bv Date

v" To move Notes panel drag it and drop where you need. There must be a gray frame that shows panel’s
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future location while dragging it

3. Planning The Created 0% High 18/03/2005 0h 45m | Administra| 18/032008 | John Doe

3. Planning The: Created 0% e Marmal 150032008 0h Om |&dministra

3. Planning The | | Completed 100 % High 19/03/2005 ch Om | Administra| 18/03/2008 | 1ohn Doe

3. Plannjng The: Created k! High Q032008 b Dro Adminiske s

3. Plann n_g Th SRS E00E (T R T I

3. Planning Tie | | In Progress 10 % & vormal | 25p03jz008 0h Om | Administra
| =

35h 15m
=) 2 B Motes %

ulzllz = = [IBv T1shoma w5 W

= dad il " " " Ll P " -
r PEEEETEEE T LU aule T U Talest Yersiunm e
1. Getting St

1. Dovnload the |atest kersion of the application,
= 2. Save .zip file somewhere in a shared folder and unzip it
1. Getting 5t 3. Cloze the application bn each PC in the network.
4. Inztall the latest versioh on each PC from a shared folder.
- b Restart each PC in thalnebwark.
1. Getting St E. Start the application orjthe first PC.

7. Update the database [the application will automatically back up your old database) The backing up process may take some time,

30 please, do not abort the process.

EIGELtng|St 8. Start the application on &ther computers in the netwiork.

1. Getting St

oo 5 Task history | Nates | 4 Attachments &~ Permissions 2 Resource Assignment <
v" To take Notes panel out its default location double click on its tab.
35h 15m 3
& Motes 820
: =z = |8 1 U|E|=z = | & By TVicosoft sanssv 8 (v

Task: #19 - "Write down dependencies of all activities*

st
didn't overlooked any dependencies
st ||
N Double
: click
at
st

Make sure that you linked tasks in the correct order and

" 2= Comments a' Task histary | & Nute%@_—'Permissiuns 2 Resource Assignment I attachments

To return Notes panel to its default location double click on its title
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ning The | | Created

0% Pl 2o 03 0h O | Administra
ning The | . Campleted e Double click - Sh O | Administra| 18032008 | 1ohn Dos

ning The fele =5

ning The -

(B | = = BT _|g|=

ring The | Tagk: #16 - "Make your project planning checklist’
~ 7 | How to upgrade to the latest version?

= > Twicrosoft Sans v 3 v & £

1. Download the latest version of the application. |
2. Save .zip file somewhere in a shared folder and unzip it

3. Cloge the application on each PC in the netwiork,

4. Install the latest version on each PC fram a shared folder.
B, Restart each PC in the network.

SN g Start the application on the first PC|

7. Update the databaze [the application will autamatically back up pour old database). The backing up process may take zome time, &
z0 pleaze, do not abort the process.
8. Start the application on other computers in the network.
a'.: Task hiskory 1 & Notes ; | attachments é’:” Permissions "3-\ Resource Assignment <
12/07,/2007 13:36:54 John Doe 1. Getting Started
12/07,/2007 13:29:52 John Doe 1. Getting Started
w
Notes Toolbar

By default Notes toolbar is located at the left top part of Notes panel.

Maktes =FEE
m - w T Tahoma

How to update to the latest version

. Download the latest version of the application

. Save .zip file somewhere in a shared folder and unzip it
. Close the application on each PC in the network

. Install the latest version on each PC from a shared folder

h|.;.§r Maotes |"lf_-=' Comments |d:|z Task histary |4 attachments | (3] Chart @:JF‘ermissiuns 2 Resource Assignment

The following table describes each of the Notes Toolbar buttons.

Button Hot key Description
¥ Ctrl +S Add a new note to task
x Cancel last changes of the note
= Preview highlighted task’s notes, create and edit your own print design
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= Print out highlighted task’s notes
B Ctrl + B Set text bold font

1 Ctrl +1 Set text italic font

u | Ctrl +U | Set text underlined font

Alt+L Set text left alignment

Alt+C Set text center alignment

Alt+R Set text right alignment

! il
L£]

Set text font color
B Microsoft Sars <|v| Set text font name
8 |v Set text font size
= Increase text font size one point
g Decrease text font size one point
4 Add or remove buttons to Notes Toolbar

v To display or hide Notes Toolbar use main menu command [View -> Toolbars -> Notes].

W |TaskList

Panels » | v |Task Tree

Columns 4 |T|Resuurce Lisk
|T| Calendar

b e o ey .a|7| Filkers - Task Lisk
|T| Filkers - Task Tree
|T| Filters - Calendar
|Z| Task Groups

| b |Task Groups on Calendar Yiew

| « | Atkachments

PR T S

v To move Notes Toolbar move mouse cursor to its left border, left click on it while cursor has its ¢
crosshair’ status, drag and drop it wherever you need.
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Maotes

'%' s = o= e 1 U =gz & Y TMoosoftSansSv 12 %
Task: #9 - 'Define arveas be included in the project scope”
This will help vou define the boundaries of your project, what should and shou

included

v" To take Notes Toolbar out its default location and vice versa double click on it.

Motes
Taslk: #9 - 'Define areas be included in the pa
This v e e the bour

Double
click

-
T Microsoft Sans

12 =

Notes entry field

Task: #16 - "Make your project planning checlklisi'
How to upgrade to the latest version?

1. Download the latest version of the application.

2. Save .zip file zomewhere in a shared folder and unzip it

3. Cloge the application on each PC in the netwark.

4. Inztall the latest version on each PC from a shared folder.

A. Restart each PC in the nebwork.

G. Start the application on the first PC.

7. Update the database [the application will automatically back up vour old databaze). The backing up process may take zome time,
z0 pleaze, do not abort the process.

3. Start the application on other computars in the netwaork,.

Right click on Notes entry field allows to carry out following operations:
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Task: #16 - "Make your project planning checklist®

How to upgrade to the latest version?

1. Download the latest
2. Save .zip file somewhe
3. Cloze the application o
4. Install the |atest versio
5 Restart each PC in the
B, Start the application o
7. Update the databasze ||
z0 pleasze, do not abart H
8. Start the application o

o

=)

i}
tl
ul

=

iUI o l: =1 ﬂpp:;bﬂliul T
and

m |

haned folder,

nzip it

he retwork.

Select Al

torntically back up pour old databaze]. The backing up process may take some time,

v’Undo last operation

v'Redo last operation

v'Cut selected text

v'Copy selected text

v'Paste selected text in required
place of Notes grid

v'Delete selected text

v'Select all text

Tips:
e Double click on the space near Notes panel’s toolbar allows managing toolbars, commands and
program options via Customize window
£ 0k O | Adrministr akor
el Customize 0h 10 | Adrinistrator Jne Black
E l Commands I T I 0h Om | John Doe 29/03/2005 | Joe Black
= 7 . . 0h Om | John Doe 29/03/2008 | Joe Black
oolbars:
|| P . oo o xhn s
2 W Task List = oh om | John Doe Joe Black, John
" v Task Tree .
' W Resource List oh 0m | John Do e e
2 v Calendar 0h Om | John Doe 29/03/2005 | Joe Black
¥ Filters - Task List __
M (5 Fiere - Tack Tree Reset.. | iﬂiﬂ_m peministrator 190412007 89"
¥ Filters - Calendar 25h 15m lick
v Task Groups cli
E| ¥ Task Groups on Calendar View
v Motes /
¥ Aktachrnents Tahoma Sl H [
¥ Matify Events = %
W Roles v
aro ”~
. 2. Save .zip file somewhere in a shared folder and unzip it
tting 51 3. Close the application on each PC in the network.
4. Install the latest version on each PC from a ghared folder.
5 b Restart each PC in the nebwork:.
tting 51 E. Start the application on the first PC.
7. Update the databaze [the application will automatically back up vour old database]. The backing up process may take zome R
tting 51 o 22 Comments | /& Notes || #' Permissions 2 Resource Assignment | 4 Attachments .o'_ Task history
e To close the panel click on & button at its right bottom corner
e To make the panel auto-hidden click on # button at its right bottom corner
e To maximize the panel click on & button at its right bottom corner
e To return the panel to its default position click on corresponding button again
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3.11.Comments Panel

Comments panel features tools for adding comments to task
By default Comments panel is located at the right bottom part of application window.

1 The @ InProgress || 5 % <4 Urgert | 18032008 2h Om | &dministra| 18/03/2008 | 1ohn Doe
a The | £ Created 0% High 18/03j2008 Oh 45m |A&dministra) 15/03/2008 | John Doe
1 The | & Created 0% & rormal | 18032008 oh o | Adrinistra
g The | . Completed | BOIRRSE High 19/03/2008 Sh om | Administra| 18/03/2008 | 10hn Doe
. T el . R e N VR P - e
| 3shism T
= & B | Comments =E A
ask: #16 - "'Make your project planning checklist®
‘Administrator” at 12/04 /2007 13:02 ~
=l Please, do this task az soon az possikle
Taskgroup |k =
= John Doe' at 12,/04/2007 13:03
1. Gekting 5t T .
| can't dothis task nose:.
- ‘John Doe' at 24,/05/2007 13:51
1. Getting 5t T ] - o
It's wery imporkant to do it right now
1. Getting St|  |[“35hn Doe" at 24,/05,/2007 13:52
Shall I put ofF my previous task?
1. Getting 5t *John Doe' at 24,/05/2007 13:53 v
1. Getting St P W EE|m||§|E shprlrm = A s EIE .
Yes
1. Gekting 5t
1. Getting St |+ ]_,‘1= Camments ' |0I|_ Task history | & MNotes |/ Attachments @J Permissions | =, Resource Assignment

Tips:
v'To activate Comments panel select required task and press ‘Ctrl + Alt + C” hot keys
v'To display or hide Comments panel use main menu command [View -> Panels -> Comments].

& VIP Task Manager Professional [ User: Adminis
. File m Tools Help
Taskl  Toolbars  » ondar | Resource List

e |£|Task List - Groups |

Columns ¥ || Task List - Filters

@ Task S0 = 1aroaps

|T’| Task Tree - Filkers

o e &l €
i@ | Calendar - Groups
[P —
=) || Calendar - Filter
| =@ Purchasing ||| Calendar - Date Mavigatar

| | notes

@ By Supplied ﬂ%':clrrlrnent:‘- k
‘ i@ By Date |‘31\ Resource Assignment

@ B Produch

‘ [=hgr’ Purchasing Plal—

| i Requisition List| 4| | Attachments

v"To move Comments panel drag it and drop where you need. There must be a gray frame that shows
panel’s future location while dragging it
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el nnmrg e p L1 FTUUr s [ | 2 o v urgeni Lol 0o FARRRITNRE S TN TTRIT NN - R U Lae
i. Planning The | &+ | Created 0% High 18/03/2008 0h 45m |Administra| 18/03/2008 | John Doe
i. Planning The | &+ | Created 0% G Narmal 150032008 Ok Orn | Sdrninistra 5
i Planning The | | Completed | iaias 0 | kg High 19/03/2008 Sh Om | Administra| 18/03(2008 | John Dos
i, Plarfiirg THe '!l Created 0% High 20/032008 20 0 | Adrninistra
el
i, Plampingdhe | | In Progress *% e Marmnal 24/03/2008 Oh Orn | &drninistra
t Plampingdhe | | In Progress | I"\EID L e Marmal 25/03/2008 Oh Orn | &drninistra
| 35h 15m 3
| B
= & B Comments [ g |
= [ can't dothis task now.
R Lohn Doe' at 24/05,2007 13:51
|| faskgroup It's very impartant ko da it right now
1, Getting 5t i
| |'John Doe' at 24,05/2007 13:52 N
|1 Getting St Shall I put off my previous tasks R
lJDhn DDE. at 24IDSIZDDT 13:53 ------------------------------- 1
1:Getting St : il =1l= = = = .
| A= 1 !E!! ! = ! B Ak i E & 0O @v "

|
etting | ! &
¥

|l.Getting st LIE?E Comments "@5: Task histary || &} Mates "&3 Permissians "_Q_,\ Resource Assignment ",‘f__-l] Attachments

v'To take Comments panel out its default location double click on its tab.

Camments = 2 8

I'cant dothiz task now . ~
'John Doe' at 24,/05/2007 13:51
It's wery important to do it right now

'John Doe' at 24,/05,/2007 13:52
Shall I puk off my previous task?

I

'John Doe' at 24/05/2007 13:53

To return Comments panel to its default location double click on its title
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15m |v ||

@+@a

= & B Task histary Double click

‘ask grof) "Administrator’ at 12/04/2007 13:02 ~
Gettin Pleaze, do this task as z00n as possible w
Gettind .+ = E‘*||’_j‘|i‘é = i) 7] gl (=L LEL E e S

Wes
Gettin
Getting 5t
Getting St 2 1@‘: Task histary "&ﬁ' Maokes ||§3' Permissions "_% Resource Assignment ||\ﬂ Atkachments

Comments Toolbar
By default Comments toolbar is located in the middle of Comments panel above the comments entry
field.
Comments [0 Py X |
Task: #16 - 'Make yourprojectplanning checklis
‘Administrator” at 12,/04,/2007 13:02 i~
Please, do this task az soon az possible =
‘John Doe" at 12,04,/2007 13:03 v
Gxa-ﬁ- mﬂ'géé'sf'&'islﬁelsv-v)‘
& Mates |3—: Carnrerts "@5: Taszk histary ”ﬂ Attachments "@ Permizzions "_% Resounce Azsignment |
The following table describes each of the Comments Toolbar buttons.
Button Hot key Description
jed Ctrl +S Add new comment to task comments section
* Cancel last changes of the note
= Preview Comments grid contents, create and edit your own print design
= Print out Comments grid contents
|r_j| Switch comment panel layout from horizontal to vertical and vice versa
1B Sort the comments in ascending order of the date




VIP Task Manager Pro User Interface

IF Sort the comments in descending order of the date
B Ctrl + B Set text bold font

I Ctrl + 1 Set text italic font

u | Ctrl +U Set text underlined font

Alt+ L Set text left alignment

Alt+C Set text center alignment

Alt+R Set text right alignment

Enter the text in form of bullet list

4T

Decrease text font size one point

2 Increase text font size one point
5 |v Set text font size
14 Set text font color

Add or remove buttons to Comments Toolbar

-

Tips:
v'To display or hide Comments Toolbar use main menu command [View -> Toolbars -> Comments].

# VIP Task Manager Professional [ User: Administrato

Task List

Task Tree
Resource Lisk
Calendar

Filters - Task List
Filters - Task Tree

Filters - Calendar

A
! Task Groups
=@y Purchasing Pla

Task Groups on Calendar Yiew —
i@ By Product

slelef o] e o]l <fefef <] <] <] <] <]

|

i@ By Supplie hotes I
@-‘ By Date Atrtachments L
@ Requisition List| | Matifications -
g Quokations Rales |
gy Orders Permissions
[+ @ Invoices Resaurce Assiqnnment |

Y Task List - Fikars

- | v |Charts

C oL
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v"To move Comments Toolbar move mouse cursor to its left border, left click on it while cursor has its
crosshair’ status, drag and drop it wherever you need.

Cormrments =38
Task: #16 - "Make your project planning checklist’
‘Administrator” at 12,04,/2007 13:02 -

Please, do this task as zoon as possible

'John Doe' at 12/04,/2007 13:03 3

q%.ﬁ@ = = ||| {15 |(=] = = | B 2/ u | = |5 ¢ (8 & .
Ok

#F Motes | &=| Comments (,-,'. Tazk histary ) Ahtachments @1' Permissions || 2, Resource Aszighment

v'To take Comments Toolbar out its default location and vice versa double click on it.

Cormments
Task: #16 - "Make your project planning checklist'
‘Administrator’ at 12,04,/2007 13:02
Please, dothis tazk a3 so0on as posszible
‘John Doe" at 12/04/2007 13:03

ok Double

click

mizEior

Comments grid

Task: #16 - "Make your project planning checklist'

JUnooeE dl 14709 200 LaUa

”~
| can't dao this task novw.

'John Doe' at Z24,/05/2007 13:51
It's very important to do it right now

‘John Doe" at 24 /0572007 13:52
Shall T put of f riy previous kasky hd

Right click on Comments grid allows to carry out following operations:

Conments

Task: £16 - "Make your project planning checklist' . .
: Sort the comments in ascending order of the date

Sort the comments in descending order of the date

Copy all comments

Print out Comments grid contents

Preview Comments grid contents, create and edit your
IERE own print design

&/ Sort ascending

= Sort descending

AN N NANEN
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Comments entry field

It's very important to do it right now

Right click on Comments entry field allows to carry out following operations:

Comir

Task

‘Adm
Ple

O

T

- Select Al ||__j| |E|

Indo

+.|.rprujei:t Pk
04,2007 13
BS 500N &S pos

Tips:

m‘-—&; Comments | i), Task

v"Undo last operation
v'Redo last operation
v'Cut selected text
v'Copy selected text

v'Paste selected text in required place of Notes grid

v'Delete selected text
v'Select all text

program options via Customize window

e Double click on the space near Comments panel’s toolbar allows managing toolbars, commands and

s g e s e ot g 11 P s
Plan 0h Om | John Doe 29/03/2008 | Joe Black
Pland i l Commands ] Options l 0h Om | John Doe 29/03{2005 | Jne Black
Planf Toolbars: 0Oh Om | John Doe John Doe
Flan 7 e’ Mew, .. 0h Om | Jahn D Joe Elack, John
¥ Task List m)John boe : =
Planf |V Task Tree 0Oh Om | John Doe Joe: Black, John
Flan |V Resource List oh om | John Doe 29/03/2008 | Jne Black
v Calendar —
Flan ¥ Filters - Task List oh Orn Administeakor 19042007 Administrataor, Ji
v Filters - Task Tree Reset. ..
¥ Filters - Calendar | 35h 15m e
v Task Groups
¥ Task Groups on Calendar Wiew | @#@a
v Mates &
¥ aktachments —
¥ MakiFy Events \ Double —
W Roles » B h
click 3
.
L. Getting 51 [ENENPERGRFNEE 0Ny | | |

1. Getting SI
etting 51|

| EE|I'_j

1.Gettingsl || TES

1‘15 Comments |¢§' Motes é—f?Permissinns [ 2 Resource Assignment 4 attachments |0Ir|_ Task histary |

e Double click on Comments splitter allows to display or hide comments entry field
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Comments [0 P X |
Task: #16 - "Make your project planning checkl—"
‘Administrator” at 12,04,/2007 13:02 . L
Please, do this task as soon az possikle Left click
‘John Doe' at 12,/04,/2007 13:03
| cant dothis task now. I
X | = &= | 00| fe =|[= _-[%d 1o = e s M.
Why?
#F Notes | 2| Comments d. Tazk histary ] Attachments |2 Resource Azzighment

e To close the panel click on &2 button at its right bottom corner

e To make the panel auto-hidden click on % button at its right bottom corner
e To maximize the panel click on & button at its right bottom corner

e To return the panel to its default position click on corresponding button again
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3.12Resource Assignment Panel

Resource Assignment panel features tools for creating, editing and deleting resources and assigning them
to tasks
By default Resource Assignment panel is located at the right bottom part of application window.

Resource &ssigrment = £ 8
e @ @ =
- W - N L

Mame Department Job kitle

] |.ﬁ.dministratnr | |
[ ] |30hn Doe Development

B Faul Smith Sales zales man

[&] Chart "ﬁ Permissions I% Resource fssignment r

|.{§ Motes "3:: Camments "@53 Task histary "ﬂ Atkachrments

Tips:
v To display or hide Resource Assignment panel use main menu command [View -> Panels -> Resource
Assignment].

@ VIP Task Manager Professional [ User: Administrat

Tools Help

Toolbars  » Ian_-:lar | Resource List |

a Panels » |Ql Task, List - Groups %
: Columns — » |‘_‘(’| Task List - Filkers
w( :
= (T4
. — |:('| Task Tree - Filkers
+ Current e [ — —
a r I
Calendar - Groups Harm
[= Common I@l F
| “}| Calendar - Filter
Marme: | —
B | Al Calendar - Date Mavigator ng|
— it
Status | ¢§r| Mates e
Priority |E7;_: —
- i)
Actual time | =8| F.esource Assignment ok
Estimated Ti | T
(=l Bw Nake :-:.?s .. —

v" To move Resource Assignment panel drag it and drop where you need. There must a be gray frame that
shows panel’s future location while dragging it
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ack 3. Planning The |, | In Progress ||| 5 %, <4 Urgent | 18/03/z008 2h Om |Aadministra) 18/03/2008 | John Doe
der 3. Planning The |+ | Created 0% High 18/03/2005 0h 45m | Administra| 18/03/2008 | John Doe
ication |3, Planning The | 4 | Created 0% e Mormal 18/03/2008 0h Om |&dministra i
[ull i T = I I _ i - rlgg ESreret H L ER=F T irininl n Doe
ti 3 Hlanning The 7257 Created 0% g High 20f03 /2008 2h Om | Administra
gteE |3 Planning The |k | In Progress | EH % €9 normal | z4/03/z008 0h Om | Administra
udh ke |3, Planning The | | InProgress | 10% €9 normal | 25/03/z008 0h Om | Administra
[s | 35h 15m =
=+ I
= # E Resource &ssignment l = EA
A S
Creator Taskgroup || ... Marne Department Job title |
1 Doe |l. Getting 5t |:| Adrninistrator
| John Doe \ Unknown Linkniown -
1 Doe |1_ Getting St [ |1van susanin Nuide qguide: =
[ |Ernst Meizvestry &velnpment Developer
i Doe 1.Getting st| | |[] |Jos Black \ unknown "
[ |Paul McCartrey Dev%pment Developer
| Doe |1_ Getting St |:| Jonh Lennon ark \ singer
|:| Ringo Star Team m%ber singer -
1 Doe |1.Getting L b |@g Task history "@' Mokes "rﬂ Attachments ”&3 Permissions I,% Resource Assignment J &
v To take Resource Assignment panel out its default location double click on its tab.
Resource &ssignment = E 8
A
P W e E o
00 Marne Department 1ok title 2
[] |administratar
John Doe Inknovn Iniknicn
] |rwan Susanin quide guide 5
[] |Ernst Meizvestny Developrment Developer
] |30e Black unknon 3
[] |Paul McCartney DE'{ Double veloper
] |3onh Lennon art click qer
[] |ringo Star Team inger e

Comments ”@5: Task. histary ||.;§ Mokes "Q Permissions I_% Resour

gnment "“ﬂ Aktachments |

To return Resource Assignment panel to its default location double click on its title




105

VIP Task Manager Pro User Interface
3. Planning The | £+ Created 0% High 18/03j2008 Oh 45m |&dministra) 18/03/2005 | John Doe
an |3, Planning The | £ Created 0% &) vormal | 18/03/2008 Oh Om | Administra -
3. Planning The | | Completed | IMMBISEI [l High L~ 5h 0m| administra| 18/03/2008 | Jahn Doe
3. Planning The | £/ Created 0% High( Double 2h 0m| Administra
0 |3 Planning The | InProgress | SR % & rarm click Oh Orn | Adrninistra
sime | 3. Planning The 2,
H D L 1
A% Rl v
Task: #16 - 'Make your projeciplanning checklist' | .
Marme Cepattrnent Job kitle ]
[ |administratar
_ John Doe Unknovan Unknawn
[] |1van susanin quide quide | ot
[] |Ernst Meizvestry Developmant Developer 1 o
[ |30e Black unknown |
[ |Paul McCartney Development Developer
|:| Jonh Lennon ark singer
|:| Ringo Star Team member singer
1 Madonna Team Member singer
[ lkirkoro ark Singer A
'E Task hiskary ” Q’ Motes ”uﬂ Atrtachments "ﬁ Permissions |% Resource Assignment £
—rErerre —rrore— | kb Andah =

Resource Assignment Toolbar
By default Resource Assignment toolbar is located at left top part of Resource Assignment panel.

Resource Assignment = % 8
g & & e
i e e S >
Marme Department Job kitle ]
] |administrator
Jabin Doe Unkniawn Unknawwn
] |mvan Susanin guide quide
[ |Ernst Meizvestny Development Developer
] |Joe Black unknown =
d
|:| Jonh Lennon arkt singer
|:| Ringa Star Team member singer
] |madonna Team Member singer
(1 |kirkoroy art Singer -
[] |Lev Tolstoy Team member writer
[1 |Rackstreet hovs art Sinoer W

|35: Camments "@E Task histary ",{ﬁ Makes ”.ﬂ Attachments "ég Permissions l%} Resource Assignment

The following table describes each of the Resource Assignment Toolbar buttons.

Button

Description

2

Create a new resource
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Edit selected resource

;45-

B

Delete selected resource

iiii
4

Add resource information fields to Resource Assignment panel

Add or remove buttons to Resource Assignment Toolbar

Tips:
v' To display or hide Resource Assignment Toolbar use main menu command [View -> Toolbars ->
Resource Assignment].

@ VIP Task Ma nager, Professional [ User: Administrator ]

. File
Task LIRGLIECRNN |~ | Task List

N Tools Help

&N Panels r |1|Task Tree |

= Columns ¥ | ¥ |Resource List
\]/ Task Tree =Triers

|T| Calendar

| Current v |T| Filters - Task List —

é Common |Z| Filters - Task Tree e
MName |i| Filters - Calendar :
D |« | Task Groups bl
Shakus |T| Task Groups on Calendar Yiew ¥ -
Priority |7| Maotes -
Ackual time |7| attachments f
Estimated Ti |7| Motifications —

=l By Date |7|R|:|Ies -
Date Range |7 Permissions 1
Date Create k- acki
Drate Lask M | Wi '; E
Diate Comple (e I

v" To move Resource Assignment Toolbar move mouse cursor to its left border, left click on it while
cursor has its ‘crosshair’ status, drag and drop it wherever you need.

Resource Assignment

P L &,

Task: #16 - "Make your project planning checklist'

00 Milarme C
[] |administrator
John Doe Inknown
[] |rwan Susanin quide

v To take Resource Assignment Toolbar out its default location and vice versa double click on it.
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Resource Assignment

Adrninish

John Do

Ivan 5ug

Ernsk Me

Joe Blac

Jonh Leq =

Ringo 5k

Madanna

Kirkoroy

Lew Tolskoy

1O00000Od0O0O0OEO:

[ ) [N SRR By S,

Resource Assignment grid

I

i Mame Department Job kitle
[] |administrator
John Doe Inknown IInknicnsn
[] |rean Susanin quide quide
[] |Ernst Meizvestny Devveloprment Developer
[] |Joe Black unikniown
[] |Paul McCartney Developrment Developer
|:| Jonh Lennon ark singer
|:| Rirngo Skar Team member singer

Left click on column header allows to sort resources in ascending or descending order by selected column

Adminiskrator

Joe Black,

Mame I Department %E_ 1 Job title
|:| Rirngo Skar Team member inger

[] |Lew Tolstoy Team member | riker

[] ImMadonna Team Member | inger

[] |klinkan |Marketing | resident

[] |Ernst Meizvestmy IDevelupment | Developer

[] |Paul McCartney IDevelnpment | Developer

]

Ld

unknown

Right click on Resource Assignment grid allows to carry out following operations

|3

< |
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v'Create a new resource
Mare: v'Edit selected resource

] adminisirator v Delete selected resource
Ch ; . . .
'F7 Ivan Susanin %, New Resoiures v'Delete all preset filters (is available only for administrator)
|:| Ernst Meizvestred| - Edit Resource
[T |30 Black
S Paul McCartney R iz Delete all preset filers
Ringo Skar

By dragging columns header border you can change columns’ width.

Task: #16 - "Make your projectplanning checklist’

Marne + Department Job title
|:| Ringo Skar Team member singer
i:. Tean member
[] |Madonna Team Member singer
[ |Klinkon Marketing president
[] |Ernst Meizvestny Development Developer
[ |Paul McCartney Development Developer
1 | & Arsimicke zbar

Tips:
e Double click on the space near Resource Assignment panel’s toolbar allows managing toolbars,
commands and program options via Customize window

Oh Om | Adminiskrakar
24h Om | Adminiskrakar
Oh Om | Adminiskrakar

2005 Oh Om | Adminiskrakar Twan Susanin
Toolbars:
e . 2o th Om adnistrter
IV Task List N 2005 ah 10m | Adminiskrakor o Black

¥ Task Tree
[ ResaLrce List 0h Om | John Doe 29/03/2008 | Jne Black
W Calendar oh Om | John Doe 29/03/2008 | Jne Black

Filkers - Task List
¥ Filters - Task Tree Reset. .. 0h Om Jshn Doe John Doe

¥ Filters - Calendar oh Om | John Doe Joe Black, John
¥ Task Groups

v Task Groups on Calendar Yiew
W Mokes 0h Om | John Doe 29/03/2008 | Jne Black

g;tott?éh;”f;;; qinistrator  19/04/2007  Administratar, &

0h O | John Doe Joe Elack, John

Ty W V| V| V| W W T T[T
<]

W Roles h? Double
. click =
CEL
- [%
Task: #16 - "Make your project planning checklist’
Taskgroup || ... Marne Department Job title e
1. Getting Sl [ |administratar
B [] |Backstrest boys art Singer -
1. Getting 51 |:| Ernst Meizvestny Development Developer
] |1van Susanin guide guide
1. Getting S [7 |30e Black unkron
John Cioe Unknown Unknown w
1. Getting 51 o 2= comments (& Notes ‘éf) Permissions | ‘-J’w Resource Assignment | Attachments olu’_ Task histary

e To close the panel click on E2 button at its right bottom corner




VIP Task Manager Pro

User Interface

109

e To make the panel auto-hidden click on % button at its right bottom corner
e To maximize the panel click on = button at its right bottom corner
e To return the panel to its default position click on corresponding button again
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3.13 Attachments Panel

Attachments panel features tools for adding, opening, saving and deleting attachments
By default Attachments panel is located at the right bottom part of application window.

Attachrments 5 ey |
k- H -
Task: #23 - "Make a communication plan and communicate it with all concerned*
Type Marne Descripkion
Lirik. Cihmy projecticommunication plan. doc
Link. bkt ffenane kaskranagementguide, com
Lirk. hktps ffeman kaskranagementsoft, com
& Motes 2= Comments |2 Resource Assignment 1§ attachments }-' Permissions
Tips:

v To display or hide Attachments panel use main menu command [View -> Panels -> Attachments].

@ VIP Task Manager Professional [ User: Administrato

. Eile BAEEN Tools Help

Task L Toolbars ¥ =ndar | Resource List

L |.E|Task List - Groups &

— Columns ¥ || Task List - Filkers
Y Tase reE = TIErS —

|I’] Task Tree - Filkers

© Current v = —
- i@ | Calendar - Groups Mame
=l Common |$l P
|| Calendar - Filter
Mame —_ [
. o | (il Calendar - Date Mavigator /PP
| — Eity
| Status | & Mates v
Priority | 2= | Comments .
— (i ad ]
Actual time
Estimated Ti
=l By Date
Date Ranoe P . . ki

v" To move Attachments panel drag it and drop where you need. There must be a gray frame that shows
panel’s future location while dragging it
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- Bal s AR ARt e - -_ e et Bt et Lt L - e
communication |3, Planning The | £+ | Created 0% O Morrnal 18/03/2005 b Orn | Adrninistra
Ll 3. Planning The | .| Completed | IIBRSE Y |l High 19/03(2005 Sh O |Administra) 18/03/2008 | John Doe
it a Full risk 3. Planning The | 2+ | Created 0% High 200032005 2h Om | Adreinistra -
Gantt chart ko |3, Planning The | | In Progress | SN % €9 normal | z4f03/z008 o O | Adriristra
& how much i PlarriFg-FRe—pr—trFrog  — = e At
# activities thal | edlassiegmmm o e 5 e T
r E: .
milestone plary | % Planning The | £ | Created 0%, €9 normal | z5/03/z008 0h O | Adriniskra Tvihn SuBanin
P B el
*ateam memblr |3 Planning The | .| Completed | BBESE Highest | 26/03/2008 0Oh Om | Adrrinistra
: E: .
the project by | |5 Planning The |, | 1n Progress | ARG €9 ormal | z7f03/z008 ah Orn | Administra
e : JE: .
salistic deadling | % Planning The | £ | Created 0 €9 ormal | z7/03/z008 oh 10 | Adriniskra ke Ela
. E: .
ur project For) |2 Planning The | 25| Created 0 % €9 normal | zaf03/z008 24h O | Administra
| SR TEm ]
= & atkachments E=ERA
N
v Creator Taskgroup  # Twpe i Mame Description
|Juhn Doe |1. Getting 5t| Link: Cihmy projectcommupication plan, doc
L Link: http: fiwww, taskmanggementguide. com
|JD|'II'I Doe |1- Getting 5t Lirk. http:ffwww.taskmanapementsoft.com
|30hn Doe 1. Getting St
|3ohn Doe 1. Getting St
|Juhn Doe |1. Getting St = |@E: Task history " & Motes I‘r_ﬂ, Attachrents “@ Permissions || % Resource Assignment £l

v' To take Attachments panel out its default location double click on its tab.

Attachments

6 &8 é

@8

a00 Tvpe Mame Descripkion
Link C:imy projecticommunication plan, doc
Lirik, http: [ vy, baskmanagermentguide. com
Link, htkp: [ fvma, baskmanagermentsoft, com

[ |&: Carments ”@53 Task hiskory ”,Cﬁ' Motes ”ﬁ Permissions ”_% Resource Assignment

To return Attachments panel to its default location double click on its title.
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ning The | 4 Created

0 % 3 Z4h Om | Adminiskra
?"’B—oubﬁ

35h 15m

Attachments

l

Tvpe Marne Description
Link, Chy projecticammunication plan, doc
Lirk. http: / fww kaskmanagementguide, com
1. Ge Link, http: / fwi taskmanagementsoft, com
1. Getting 5t L [Joe Black R R
[ |Paul McCartney Developrent Develaper
1. Gettingst| | [] |Jonh Lennon art singer
|:| Ringo Skar Team member singer

w |@E Task history " ,@ Makes ||§9I Permissians I_%. Resource Assignment

Attachments Toolbar
By default Attachments toolbar is located at left top part of Attachments panel.

Attachments

Tvpe Mame Descripkion
Lirik, sy projecticommunication plan,doc
Link, hitkp: v, taskranagermentguide. com
Lirik, htkp: /s, taskmanagementsoft, com

The following table describes each of the Attachments Toolbar buttons.

Button

Description

&

Add a new attachment to selected task

Edit selected attachment

Delete selected attachment

&
&
0

Open selected attachment

=)

Save attachment to your hard drive disk
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Add or remove buttons to Attachments Toolbar

Tips:
v Todisplay or hide Attachments Toolbar use main menu command [View -> Toolbars -> Attachments].

@ VIP Task Manager Professional [ User: Administrato

Tools Help
=T | | Task List
o Panels b | v |Task Tres

= Colurnns L | ¥ |Resu:-uru:e Lisk
\r Task TreE = Fiers

|T| Calendar
| Current W |7| Filkers - Task List —
é Conmmon |Z| Filters - Task Tree .
Name | | Filkers - Calendar
D |7| Task Groups pr
Skakus |7| Task Groups on Calendar Wiew ¥
Priarity |7 Mokes
Actual kime L ~ttachments
Estimated Ti | v [ Motifications
= By Date v lprles

v To move Attachments Toolbar move mouse cursor to its left border, left click on it while cursor has its
crosshair’ status, drag and drop it wherever you need.

Atkachments = &8

SA & &|d .

Task: #23 - "Make a communication plan and communicate it with all concerned’

Type Marne Description
Link, Ciyy projectcommunication plan.doc
Lirk, http: / fvava, taskmanagementguide, com
Link, http: f fviva taskmanagernentsoft, com

“3.5 Comments ﬁlu,_ Task histary | & Notes | 4 attachments |§5Permissinns “3-\ Resource Assignment

v" To take Attachments Toolbar out its default location and vice versa double click on it.
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Atkachments
Tvpe Marmne
Link. Yo piecticommunication plan,doc
Link. \gementguide.cnm
Link. mentsoft, com

Save Atkachment

|3_E: Comments ”@53 Task histary ||£_¥ Motes ILU Attachments QPermi:

Attachments grid
Tvpe Marme M| Descripkion
|Link |C:'l,m';.f project!communication plan. doc |-:|esu:ripti-:un of communication plan
Link, hikkp: [ fwavav, Easkmanagementguide, com learn it ta keach wourself to manage your kime

Link, hitbps Sy Easkmanagementsoft, com acguaint yourself with these products

Left click on column header allows to sort resources ascendingly or descendingly by selected column

Tvpe Marne | 2 Descripkion
Link. Z-:'l,m}.-' projecticommunication plan,doc o i
Link. htkp: f feanan, faskmanagementguide .. com
Link hkkp: f fenan, baskmanagermentsaft, cam

Right click on Attachments grid allows to carry out following operations

Type : vAdd a new attachment

| .. New Attachment  Shift+Chri- v'Edit selected attachment
2 learnittoteach  v’Delete selected attachment
Link hiktp: iy # Delete At achment acquaint yoursel \/Open selected attachment

& Description

description of co

i Open Attachment A
disc

,J.q Save Atkachment

By dragging columns header border you can change columns’ width.

Type Mame + 2| Description
CHimy projecticommunication plan.doc description of comrmunication plan

Link, htkp: f feaen, kaskmanagementguide. canm learn it ko keach vourself to manage your time

Link, htkp: f fvavn, kaskmanagementsaoft, com acquaint yourself with these products

v'Save selected attachment to your hard
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Tips:
e Double click on the space near Attachments panel’s toolbar allows managing toolbars, commands
and program options via Customize window

4, Flannng | ne Eate b 5 24h Om | Administrator
Customize i 0Oh Om | Adrinistrator
a ! l pem—— ] Options l 503/ 2008 Oh O | Adminiskrakor Tvan Susanin
-] 7032008 ah O | Adminiskrakor
Toolbars:
_ New... 703/ 2008 Oh 10mn | Adminiskrakor Joe Black

v Task List 0oh Om | John Do 29/03/2008 | Jne Black

¥ Task T
ask 1res 0h Om | John Doe 29/03/2008 | Jne Black

v Resource List

v Calendar 0h Om | Jobn Doe John Doe

¥ Filters - Task List

0h Om | Jobn O Joe Elack, John
¥ Filters - Task Tree &I rm | John Dog .
W Fiters - Calendar 0h Om | Jobn Doe Joe Black, John

A Task Groups ! ah 0 | John Doe 29/03/2008 | Jne Black
v Task Groups on Calendar Yiew
¥ Mokes T il - : Adrninistrator, Ji

v Attachments |

W Matify Events #h 15m hd
v Roles V
=28
Task: #23 - "Make a communication plan and communicate it with all cuncentlé\\tl'
tor Task group || ... Type Marne Description
1. Getting 51 Link, C:imy projecticommunication plan.doc description of communication plan
Link, htkp: f feaen, kaskmanagementguide. com learn it ko keach yourself to manage your time

1. Getting 51 Link, hkkp: | e, Easkmanagernentsoft, conn acquaint yaurself with these products

1. Getting 51

1. Getting 51 o 2= Comments || Notes 4= Permissions 2 Resource Assignment | (4 Attachments | .o Task history

e To close the panel click on & button at its right bottom corner

e To make the panel auto-hidden click on % button at its right bottom corner
e To maximize the panel click on & button at its right bottom corner

e To return the panel to its default position click on corresponding button again
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3.14.Task History Panel

Task History panel displays changes of the task and its properties
By default Task History panel is located at the right bottom part of application window.

L5h .. | e o O R P T T o T 1 PP N | ]

| 312h 10m r

L | G_E;Sk hizhary = EES
:| 3 = i

|Task: &#16 - "Make your project planning checklist'

m ‘Administrator’ at 28,/03/2007 10:58 o
Due date: 3/22/2006 - = 3/ 15/2008 -
*Administrator” at 28,/03,/2007 11:45
Priarity: Marmal - = Urgent
*Administrator” at 28/03/2007 12:08

|

Blaw Aeciamrnanbe: Takn Fiaa

& Motes |5 Comments |.o:|_ Taszk hiztom | 4 Attachments @.J Pemissions | 2, Rezource Aszignment

Tips:
v To display or hide Task History panel use main menu command [View -> Panels -> Task history].

@ VIP Task Manager Professional [ User: Administra

. FEile BHESN Tools Help

Taskl  Toolbars ¥ andar | Resource List |
3 |3._| Task List - Groups p B

— Colurnns r :f] Task List - Filkers

T
]/ Task Tree=riers

jfl Task Tree - Filkers

| Current e | — —
. i@ | Calendar - Groups Ham
= Common |:‘-:L| - | F
| Calendar - Filker
Marme —ﬂ [
i | | Calendar - Date Mavigater M
— £it
Status | & Motes -
Pricrity = | Comments ,
: L~ = ric
Actual time 2 |Resource Assignment .
Estimated Ti | 0 | attachments [
= By Date [ 5| Task histary i
e Remgs | L Permissions ot
Dake Create [ | o

v" To move Task History panel drag it and drop where you need. There must be a gray frame that shows
panel’s future location while dragging it
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Highest | 26/03/2008 | Oh Om | Adrminiskrato| | 13/02j2008 17:49 |3. Planning |ED
1 1 1 ! ! ! 1,

IL atzh 10m

LBl Task histary

»

-

T EETR

e di g@ ‘Administrator” at 28,03,/2007 10:53
\ i B O

"Administrator’ at 28

|Prinrity: tormal - = Urgen

‘Administrator” at 23)’03)’2MT 12:08
b3 vl

||\I:mu fecinmmantc Tahn Do

|.;§' Motes ”3—: Carnments I@f: Taszk history "ﬂ Attachments ”@ Permizzions "_% Resounce Azsignment

v To take Task History panel out its default location double click on its tab.

T ask history = &8
P
‘Administrator” at 28,/03/2007 10:58 )

Due date: 3/22/2006 -» 318/2000 i

‘Administrator” at 23,-’!]3,-’@', Double
|P'ri-:|rit';.-': Mormal -= Urgent:

‘Administrator” at 28,03/2

|Mnuu fcciamrmanker Tabn Maa

|¢§' Maotes ”ﬂ:: Comments I@E Ta

M|

ary "uﬂ Altachments "ég' Permizsions "_9}. Resource Azzignment I

To return Task History panel to its default location double click on its title.

Altachments Double click S|
Task history h
==

‘Administrator” at 28,/03/2007 10:58
Due date: 31222006 -= 3/18/2008
‘Administrator® at 28,/03,/2007 11:45

Priority: Mormal -= Urgent
‘Administrator” at 28,/03/2007 12:08

¢ A= - arnmer i =llachmer A= el ]y i f=e{n] B [e{= grrmer

(Bl

[

Task History Toolbar
By default Task History toolbar is located at the left top part of Task History panel.
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Task history =FE8

rmq) tasks under different category headings"

‘Administrator” at 28,/03/2007 10:53

Due date: 3i24/2006 -= 3/15/2005 L
‘John Doe' at 14,/05/2007 13:19

Estimated Time: Oh Om -= Oh 45m

Actual Time: Oh Om - = 0h S0m

"lahn Maga' aF 22 /052007 151

b

|$§' Motes ”3—5 Comments " 4 Attachments "gf’ Permiszions ||% Resource Assignment |LI_!I.L Task higtary r

The following table describes each of the Task History Toolbar buttons.

Button Description

&=, | Print out Task History contents

= Preview Task History contents, create and edit your own print design

4 Add or remove buttons to Task History Toolbar

Tips:
v' To display or hide Task History Toolbar use main menu command [View -> Toolbars -> Task

history].
& VIP Task Manager Professional [ User: Adm

. File BIEAN Tools Help

TaskL| w |Task Lisk

L o Panels 4 | v |Task Tree

Zolurnns 3 | v |Resnurce Lisk

[ Tasromr=amnps |T|Ca|endar |
ol o) ) t1|Z| Task List - Filers

=g Campany |L| Task Tree - Filkers
0 1. Getting 51| v | Calendar - Fiters

i@ 2. Defining ThE|T| Task List - Groups

@ 3. Planning Th| v |Calendar - Groups
@ 4. Monitaring T~

Motes
@ 5. Closing Dow —|
@ John Dos | w |.C\ttachments

i@ lvan Susanin |L|N0t|ﬁcatlons

@ Emst Neizvestl| 4 |RD|BS |

@ Joe Black | 4 |Permissinns

o gacllastleet |:":'-"| v |Resnurce Assignment
@ toals | k4 |C0mments

- Product —

SV Task List - Filters

; Current v

S,
Customize... 1

Bl

v" To move Task History Toolbar move mouse cursor to its left border, left click on it while cursor
has its ‘crosshair’ status, drag and drop it wherever you need.
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T ask histar =3EA

roup tasks under different category headings'
‘Administrator” at 28,/03,/2007 10:58

Due date: 31242006 -= 3/16/2005 =
‘John Doe' at 14,/05/2007 13:19

Estimated Time: Ob O -= Oh 45m

Actual Time: 0h Om -2 0h 50m

"1Tnhn Mna' aF 22 /05 /2007 1361

'

& Motes | 2= Comments | 4 Attachments &J Permizzions “—Jw R esource Azzignment |ﬁ:|_ Tazk hiztamy r

v To take Task History Toolbar out its default location and vice versa double click on it.
T ask hiztom
Task: #18 - *

Start: - -» 18.03,2003 0:00

Tips:
e Double click on the space near Task History panel’s toolbar allows managing toolbars, commands and
program options via Customize window

I Mormal | 18)03/2008 0h Om -
. l Commands ] Options ]
|High |z0f05/2005 Zh Om
Toolbars:
oo RTINS
s - G e |
v Task List |
[ Task Tree
1 Task hist DOUhIE | Resaurce List
ask click v Calendar |
% Task: #14 [v Task List - Filters
O = ¥ Task Tree - Filkers Reset.., |
R R v Calendar - Fileers

[v Task List - Groups
[v Calendar - Groups
[ Maokes

*Administrator’ at 28,/03,20(
Cue date:; 3/24/2006 -= 3/18)

‘John Doe' at 14/05/2007 1
Estimated Time: Oh Om -= Oh
Actual Time: ab O -2 0b S0m

"Tnhn Maa' ok P2 /NE /2007 19

& Motes |95 Comments | 20

[v Attachrnents
[ Matifications
[v Roles

(£

Close
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e To close the panel click on £ button at its right bottom corner

e To make the panel auto-hidden click on # button at its right bottom corner
e To maximize the panel click on & button at its right bottom corner

e To return the panel to its default position click on corresponding button again
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3.15.Permissions Panel

Permissions panel features tools for granting or denying users permissions to see, create, edit and delete
tasks and task groups
By default Permissions panel is located at the right bottom part of application window.

ing The | 1+ Created 0% High 200032008 2h 0m | Administra
ing The | | InProgress | SR % e Mormal | 24/03f2008 0h 0m | Administra
ing The | | InProgress | 10% e Mormal | 25/03f2008 0h 0m | Administra
— —
| 35h 15m 3

= 3E B | Permissions

g o3

-

[Task: #23 - "Make a communication plan and communicate it with all concerned"

Task group Roles Wien Edit: Delete | ing permiss
1. Getting St Developer £ DenylE| 2" Deny(E| 2 Deny(E| 2 Deny(E
__|IMarketing g" Cieny(E g" Cieny(E g" Cieny(E g" Drer(E
1. Getting St Sales manager £ Deny(E| £ Deny(E| £ Deny(E| 2" Deny(E|—
Team Leader g" Cieny(E g" Cieny(E g" Cieny(E g" Drer(E
1. Getting 5t Team Member £ Demy(E| 27 Deny(E| 2 Dany(E| 27 Deny(E
Unlimited 2 Allowi(E | 20 Allowie | 20 Allowi(E | 2 Al
1. Getting St drnimistrakar g‘ Allow(E g‘ Allow(E g‘ Allow(E g‘ Al E
Backstreet boys O Deny(E| 07 DenwlE| 2 DenyiE| & Demy(E "i
CIGEHINgSE "l-— Comments .6'._ Task history | & Motes | 7] Attachments |§J Permissions | 2 Resource Assignment

Tips:
v'To display or hide Permissions panel use main menu command [View -> Panels -> Permissions].

& VIP Task Manager Professional [ User: Administra

. File M Tools Help

Task L Toolbars ¥ Sndar | Resource List

o |E|Task List - Groups

: - Columns |i’] Task List - Filkers
dSFRITEE = TILETS

T , — |Tﬂ Task Tree - Filkers

: Curren o — =

:E m—— |£| Calendar - Groups Han
o |l’] Calendar - Filker _
i |_j| Calendar - Date Mavigator g

= £i

Status |£| Mokes o
Priarity |~1_=| Comments g
Actual time | 2 |Resource Assignment k.
Estimated Ti |?u| Atkachments B

= By Date |I Task history pic
Date Range res Permissions &
L i | ¢ FlkiFications Feu
Dake Last M = . i

v"To move Permissions panel drag it and drop where you need. There must be a gray frame that shows
panel’s future location while dragging it
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3. Planning The | | In Progress 5 &, & Urgent | 18/03/2003 zh Om | Administra) 18/03/2008 | 3ohn Doe
3. Planning The Created 0 % High 18/03/2003 Ok 45m | Admiristra) 18/03/2008 | John Doe
3 ina The Created L3 g Blor ool La0z 2003 Ok Qo Adrinickes
3, i mwm R E ST FURTSTRS e e T T T |
3 ing The Created 0 % High 20/0312008 2h Om | Adrministra
3 ing The |k | In Progress Sl /- & rormal | 240372008 0h O | Adrinistra
3. NG The | | In Progress 10 % % 9 Mormal | 25j03/2003 0h O | Admiristra
- - —
35h 15m o
=250
— -
Task: #66 - “Appoint a teaniifember to manage each risk"
‘reakar Task group Wign Edit Delete | ing permiss
Joe 1. Getting Developer Derv(E Denvi(E Der(E Denvi(E
Marketing Dery(E DenyiE Derry(E DenyiE
Joe 1. Getting Sales manager Deryi(E Denyi(E Der(E Denyi(E
Team Leader Dery(E DernyiE Derry(E DernyiE
Joe 1. Getting Team Member Dery(E Dz Dreriy(E Dz
Unlimited AllowiE allolE AlloolE allolE
Joe 1. Getting Adminiskrakor Allow(E Allow{E Allowi(E Allow{E
Backstreet bovs Deny(E Deny(E Denv(E Dreny(E | ™
Pl e o » = Comments | 3 Motes | 2~ Permissions Resource Assignment | Attachments é Task history

v'To take Permissions panel out its default location double click on its tab.

Petmissions

9%

-

Task: #66 - "Appoint a team member to manage each risk'

Developer
Marketing
Sales manager
Team Leader
Team Member
Unlimited
Adrninistratar
Backstrest boys

== Comments || 2 Motes

Roles

4= Perm

Double
click

Resource Assignment

@+a

Wig Edit: Delete | ing permiss #

DenyiE DenviE DenyiE DenviE
DenyiE DerviE DenyiE DerviE
Der(E Dervy(E Der(E Dervy(E
DenyiE DenviE DenyiE DenviE
DenyiE Derwi(E DenyiE Derwi(E
AllowiE AllowiE AllowiE AllowiE
Al E AllowlE Al E AllowlE

Cieny(E Dery(E Dieny(E Der(E| ¥

Y Attachments .u: Task hiskary

To return Permissions panel to its default location double click on its title.
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0 The | | InProgress | SN % &) ormal | z4f03(2008 oh O | &dmiristra
W The | InProgress M 10% &) ormal | 250312008 oh Om  Administra
1 oY
/""—“"\ | 35h 15m
Double

= &£ 3 Resource Assignment

Permissions

click

Tas Sr B .
19 rastc 6 Appotata tram menber o mamagesach sk
jﬁ Rales il YWig Edit Delete | ing permiss 2
" peveloper %; Dery(E %‘ Dervy(E g; Dreny(E g; Deny(E|=
jﬁ Marketing g* Diery(E g‘ Diery(E g" Diery(E g‘ Diery(E
" sales manager g" Derve(E g" Dery(E g:" Deny(E g; Cieny(E
v ¥ + ¥
:I:l'[ ET Leader % DenmﬁE % DengEE % DeanE % DenﬂE;
Jﬂ 7 |ﬁ Comments "Qr Motes I_% Resource Assignment ||Jﬂ Attachments ||@5: Task hishory |
Permissions Toolbar
By default Permissions toolbar is located at left top part of Permissions panel.
Permissions
T T
Roles i Wigw Edit [
Developer %; Derve(E %‘ Ciery(E %:
Marketing g; Dervy(E g‘ Ciery(E g
Sales manager %‘ Dery(E %‘ Cieny(E g
Team Leader %; Derve(E %‘ Ciery(E %:
Team Member g; Dervy(E g‘ Ciery(E g

The following table describes each of the Permissions Toolbar buttons.

Button Description
e Inherit permissions from parent role
d Grant selected permission to corresponding role
3 Deny selected permission to corresponding role
X Add or remove buttons to Permissions Toolbar
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Tips:
v'To display or hide Permissions Toolbar use main menu command [View -> Toolbars -> Permissions].

# VIP Task Manager Professional [ User: Administrator,

Toals Help
Task, LI =N |+ | T sk List
> Parels b | v | Task Tree

— Columns L4 | v |Resource Lisk
\ r Task Tree = riers

|7| Calendar
© Current W |7| Filkers - Task List —
é T — |Z| Filters - Task Tree E
Hame | » |Filters - Calendar
D |7| Task. Groups pre
Skatus |7| Task Groups on Calendar Wiew i
Priarity |7| Mokes
Acbual kirme |7| Attachments f
Estimated Ti |7| Matifications —
= By Date |7| Biles -
Date Range v 2
Date Create ﬁ%ﬂ

v"To move Permissions Toolbar move mouse cursor to its left border, left click on it while cursor has its
‘crosshair’ status, drag and drop it wherever you need.

Permissions

Task: #23 - 'Make a communication plan and communicate it with all concerne

-

Roles Wi
Developer g‘ Dyl
Marketing & Denyl)
Sales manager %* Deryr]
Team Leader £ Denyll

v'To take Permissions Toolbar out its default location and vice versa double click on it.

Permissions

Task: #23 - "Make a communication plan and cony
Roles

Developer

Marketing

Backstreet bavs

[l P SN
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VIP Task Manager Pro

Permissions grid

Task: #62 - 'Filter your project for slipping tasks'

Roles Wig Edit: Delete Setking permissions  #*
Developer DeryiBy Pare Deny(By Pare DBy Pe Deny(By Parent
Marketing DeryiBy Pare Dery(By Pare Derv(By Pe Denyi(By Parent
Sales manager Deny(By Pare Deny{By Pare Derny(By Pe Deny(By Parent
Team Leader DenyiBy Pare Deny(By Pare DenyiBy Pe Deny(By Parent
Team Member DeryiBy Pare Dery(By Pare Derv(By Pe Denyi(By Parent
1nlinmikad Al P Dava Al P Dave Al P D= Allmiad P Davank W

Left click on Roles column header allows to sort roles in ascending or descending order.

Task: #72 - 'Set a realistic deadline for the project’

Foles % i Wig Edit:
Developer Deny(By Pare Deny{By Pare
'iarketing DervyiBy Pare Deny(By Pare
ales manager 1" DenyiBy Pare Deny{By Pare
r-EEIrI'I Leader DenyiBy Pare Deny(By Pare
r-EEIrI'I Member DervyiBy Pare Deny(By Pare
I mllai D P Alless By Pl

Right click on Permissions grid allows to carry out following operations:
Task: #62 - 'Filter your project for slipping tasks" v Inherit permissions from

parent role

Roles Wigw Edit Delete ;
Developer 2 DenyiBy Pe v' Grant selected permission
Marketing i ' =rd 2 Deny(By Pz to corresponding rolg _
sales manager L W:ﬂr :E Dervy(By Pe v' Deny select((ejq pernlussmn
Team Leader E ey ard | Deny(By Pz to corresponding role
Team Member weryeyrare e wenyyoyrat e 27 Deny(By Pe
Hinlimitad ATl e Para | Z0T allrad R Pare | 200 allcaarfoe Pz

By dragging columns header border you can change columns’ width.

Task: #72 - 'Set a realistic deadline for the project’

Tips:

Roles 4-|-+ Wig Edit:
Developer Deny(By Pare Deny{By Pare
Marketing DeryiBy Pare Deny(By Pare
Sales manager EW Dery(By Pare
Team Leader Deny(By Pare Deny{By Pare
Team Member DervyiBy Pare Deny(By Pare
Linlimited Lllrwal By Pare Al By Pare

e Double click on the space near Permissions panel’s toolbar allows managing toolbars, commands
and program options via Customize window
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LA L Py S (| L0 FROOYESS | e o w ormal £4US) UL UM LR [ AaRAINISTEATar
],ne Customize = &I 25/03/2008 ah O | Adminiskrakor Ivan Susanin
18 — 2710312008 ah O | Adminiskrakor
de Commands l Options ] 2710312008 0h 10m | Adrniniskrakar Joe Black [
jec|  Toolbars: 0h Om | John Doe 291032008 | 1ne Black.
jed [ IEDT ~ Hews... OhOm|JohnDoe | 23/03{2008 |Joe Black
Iv Task List
ded |5 Tack Tree 0h Om | John Doe John Dioe
de. ¥ Resource List oh Om | Jobn Doe Joe Black, John [
— |V Calendar
¥ Filters - Task List oh Om| John Doe e e
W Filters - Task Tree Reset. .. 0oh Om | John Doe 291032008 | 1ne Black.
=l |V Filters - Calendar o
wiki 19/04)2007  Administrator, I
¥ Task Groups Double
v Task Groups on Calendar View L .
|V Mokes click Ml
v Attachments 2 =
¥ Matify Events @+d
v Rales B
pplan and communicate it with all concerned’
.
I Wien Edit Delete Setting permissions ﬁl
hn Doe 1. Getting S Developer g" Ceny(By Pare g" Ceny(By Pare %" Derv(By Pz g" CenyiBy Parent
Marketing £ Deny(By Pare | 2" Deny(By Pare| 2 Denv(By Pe| & Denv(By Parent|
hn Doe 1. Getting Sl Sales manager g" Ceny(By Pare g" Ceny(By Pare %" Derv(By Pz g" CenyiBy Parent
Team Leader £ Demy(By Pare | 2" Demy(By Pare| 2 Dery(By Pz| 2 Deny(By Parent
hn Doe 1. Getting S Team Member g" Ceny(By Pare g" Ceny(By Pare %" Derv(By Pz g" CenyiBy Parent
inniked 20 Al B Pare | 20" Allnf Ry Pare | 20 allni B P2 |20 Allnwi B Parant v!
hn Doe 1. Getting 5l e 2= | comments |||& Notes L@J Permissions | 2 Resource Assignment | 1) Attachments d._ Task hiskory
e To close the panel click on £ button at its right bottom corner
e To make the panel auto-hidden click on ‘# button at its right bottom corner
e To maximize the panel click on ) button at its right bottom corner
e To return the panel to its default position click on corresponding button again
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3.16 Date Navigator Panel

Date Navigator panel allows to select date to display its schedule on Calendar grid

By default Date Navigator panel is located in the left top part of Calendar under Calendar Toolbar.

@ VIP Task Manager Professional [ User: Administrator, | [DataBase: tas

. Ele Wiew Tools Help

Task List | Task Tree | Calendar |Res-:uur-:e List

a .3_-_
et T e &y er ® L‘-_':i|_-1|

| e |J|:|hn Do, Joe Black,

7 Date Mavigatar

@xd

L April 2007 May 2007
M TW TF 5 5 M TW T F 5 5
1 1 23 45&6 7
i
234656 78 7 8 91011 12 13 08
| 9101112131415 »/14151617 131920 f 30
(16 17 18 1920 21 22+ 21 22 23 24 25 26 27 09 ©
zi zaBAze 27 28 29 28 29 30 31
g : N
10 oo
a0
Filters - Calendar EEB 11 on
= an

Tips:

v To display or hide Date Navigator panel use main menu command [View -> Panels -> Date Navigator].

# VIP Task Ma nager, Professional [ User: Administra
. File

WG Tools  Help
Task L Toolbars  * =ndar | Resource List

L g |£|Task List - Groups

Calumns — ® ||| Task List - Filkers
o Careriadr = oae awn

(<] |T||

|| Task Tree - Filters
4 September 2007 |;| Calendar - Groups
M TW T F = . I
1
el 3 4 5 5 7 5 |(EEE Y N EL b
1011 12 13 14 15 1 — ;
=17 18 19 20 21 22 z|£|NDt35

=

v" To move Date Navigator panel drag it and drop where you need. There must be a gray frame that shows

panel’s future location while dragging it
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4 Date Mavigator =+a
Y Aprilzoo7 | May 2007 [?»
M TW T F sf¢ M TwW T F 3
' ' 1 23 465a B

23456 7
910 11 12 13 14 5
-161?18192021§
2z 24 B 26 27 24

[l LN ]

28 29 30 31

I Filkers - Calendar

- Current w

78 9101112 13
o 14 15 16 17 13 19 20
21 22 23 29 25 26 E7F

=1 Cnnmnn

To take Date Navigator panel out its default location and vice versa double click on its title.

Y Calendar - Filers

| Current hd BT % .

= Common Double click
Marme

10
Status Calendar - Dateﬂavigatur
Pricrity 4 September 2007
Estirmated ki M TW T F 51 z
fctual time 5455 78 9
=/ By Date 710011 12 13 14 15 16
Date Range =17 18 19 21 22 23
Date creard |24 25 26 27 28 29 30

Date Last MY

@38

4

Dake Completed

To close the panel click on EX button at its right bottom corner

To make the panel auto-hidden click on ‘# button at its right bottom corner
To maximize the panel click on & button at its right bottom corner
To return the panel to its default position click on corresponding button again
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3.17 Roles Panel

Roles panel features tools for managing roles and assigning them to resources
By default Roles panel is located in the left part of Resource List view under Resource List Toolbar.

@ VIP Task Manager Professional [ User: Administrator ] [Dat

: File Wiew Tools Help

Task List | Task Tree Calendar| Resource Lisk |

§x.r${:§‘:|-=",
£ Roles 28 i
G G R . Mame
. Marne Ernst Meizvestny
Developer W
Marketing | Joe k.
Sales manager John Doe
Team Leadear Ennh Lennon
Team Member Kirkoray
Unlimited Klinton
rev Tolskaoy
Eladunna
Paul MzCarkney
Eingn Star

Tips:
v To display or hide Roles panel use main menu command [View -> Panels -> Roles].

# VIP Task Manager Professional [| User: Administr

. File BUEEN Tools Help

Taskl  Toolbars ¥ =ndar || Resource List |

Columns ¥ |:['] Task List - Filkers
i@ Task Cist = aroups

: [ El—ﬂ Task Tree - Filters

Il
=gy Compariy

|E| Calendar - Groups

% starting I:'”:.].CE’] Calendar - Filker

® Flanning prnjecl._aﬂ| Calendar - Date Mavigator
i@ Developing prc|3| Notes

||“3..=' | Camments
2 |Resuurce Assignment

|41 | attachments
Y TaskList - Filkers | @) Task history

: carent 5 |&'| Permnissions I
3 | %) Motific ations
= Common |@ Chart

Marne -

D
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v" To move Roles panel drag it and drop where you need. There must be a gray frame that shows panel’s
future location while dragging it

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

...‘-&% -.."::? ---\'Sg E?a ‘E| Efll -

5:) : 78 Drag & column hear
g“;%;}q/‘:, I Mame: |
Marne i 2| |Ernsk Neizvestiy
v Ivan Susanin
Marketi Joe Black
Sales mr ger John Dioe
Team Laaier Jonh Lennon
Team Mgnber Kirkoroy
Unlimitel
Lew Tolskoy
Madonna
D=l M- avbmans

v To take Roles panel out its default location and vice versa double click on its title.

Roles Toolbar

Double

Tarne click W Lset b
Ernsk Meizvestry . |
Tvan S .
Joe Blac e L
JohnDogl o5 9 U .
Jonh Lerfl ... [arme A8
Kirkorow il
Klinkon Marketing =
Lew Tals Sales manager
Madaorn Team Leader i
Paul Mc Team Member v
Ringao St

By default Roles toolbar is located at the left top part of Roles panel.

Marketing

Sales manager

Team Leader

Tearn Member

The following table describes each of the Roles Toolbar buttons.
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Button Description
2 Create a new role
23 Edit selected role
2 Delete selected role
r Add or remove buttons to Roles Toolbar

Tips:

v To display or hide Roles Toolbar use main menu command [View -> Toolbars -> Roles].

# VIP Task Manager Professional [ User: Administrato

Toolbars  k |T| Task List
Panels 4 |T| Task Tree

|T| Resource List
|T| Calendar

[ |Filters - Task List

i v |Filters - Task Tree

Cu:ulurnns

ol ™A

| ¢ o e @

=@’ Company
>‘?: Starting Drﬂllil Filters - Calendar

>@ Planning proje | v |Task Groups

@ Developing IJVE|T| Task Groups on Calendar iew
|T| Maotes

|T| Attachments

| v

1 Task List - Filkers
~ | Permissions

v To move Roles Toolbar move mouse cursor to its left border, left click on it while cursor has its *

crosshair’ status, drag and drop it wherever you need.

%—) Roles P |

Pl o fa .

Marme i

Developer
IMarketing

Cl
]
[ |=ales manager
ol
O
O

Team Leader

Team Member
Unlimited

v" To take Roles Toolbar out its default location and vice versa double click on it.
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[ unlimited

Roles Grid

Mame

] |Developer
] |Marketing
1 |5ales manager
u Team Leader
1 |Team Member
] |unlimited

Left click on column header allows to sort roles in ascending or descending order by selected column

|
B
Cl
O
O

Right click on Roles grid allows to carry out following operations
Marne

Developer v'Create a new role

22 New Role v'Edit selected role

Sales manage 22 v'Delete selected role

T Lead 3
Sam Seader 4z Delete Role -

Tearm Member
Unlimited

o

Tips:
e Double click on the space near Roles panel’s toolbar allows managing toolbars, commands and
program options via Customize window
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j,a Roles

_Double click )‘? .

P B P A . h A Mame Resource
¥ Ernst Neizvestny
[T |unlimited Ivan Susanin
[ |Team Leader £
RGN ELE Customize
[ |peveloper .
[ |sales managy l Commands ] ©ptions l
[ |marketing Toolbars:
o MNew
v Task List
v Task Tree
v Resource List
v Calendar
¥ Filters - Task List
¥ Filkers - Task Tree Reset, ..
¥ Filkers - Calendar
“¥ Motifications I Task Groups
. W Task Groups on Calendar Wiew
= ¥ Motes
¥ Attachments
v Matify Events
v Roles
[ 85 ] Get the by
Task was crg

[ 6 ] Get the busl

e To close the panel click on & pbutton at its right bottom corner

o To make the panel auto-hidden click on % button at its right bottom corner
e To maximize the panel click on & button at its right bottom corner

e To return the panel to its default position click on corresponding button again
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3.18 Charts panel

Charts panel displays field’s values of the tasks in the form of diagram.
By default Charts panel is located at the right bottom part of application window.

= =  Complete “ Quantity ¥ Averav
Data Levels: Paul Smith - Data Customize Chart |+ & Pie diagram
COMPLETE Quantity
O John Doe
B Paul Smith
88 %
& Motes ,‘-’5 Comments Task histary | Attachments [&] charts 2 Resource Assignment )

Tips:

Taskl  Toolbars ¥ =ndar | Resource List |

_|£E"_| Task List - Groups

Colurmns
i@ Task st = aroups

_{ITaskTree Filkers
(-

—m&d Calendar - Groups
Purchasing F‘Ia||_'d Calendar - Filker
Requisition L|5I:| _d| Calendar - Date Mavigator

Cuokations |}| Motes

@1

b o e B
€ & e € & e e

Crders —
) |%:—'|Cl:umments
Invoices — )
Payments | % |Resnurce Assignrent
Suppliers | A |F'.I:l:a|:hments
— |£Eu] Task. history
“| Task List - Filters | @
Permissions
. Current v R ificati
= Common

Mame

™
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v" To move Charts panel drag it and drop where you need. There must be a gray frame that shows panel’s

future location while dragging it

I

I,

Z 3 charts

P, =  Complete

~ Quantity

¥  Averawv
-

"%

ErTiSS Data Levels: Paul Smith - Data \

| Customize Chart | @ Pie di _g’_am

L Allow(E ~
e
5“ Deny(Er
i O John Doe
E Paul Smith
88 %
l,&r Notes Hfﬂ-ﬁ Comments H@'L Task history H 4 attachments |@Charts l 2 Resource Assignment
v To take Charts panel out its default location double click on its tab.
Charts [0 XX |

{ = = Complete v Quantity

¥  Averav _

Data Levels: Paul Smith ’*{ Data |

| Customize Chart | ' @ Pie diagram

COMPLETE

Quantity

[ John Doe
[ Paul Smith

To return Charts panel to its default location double click on its title.
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~ | [1aSKiFd- UiIsScussacuonpian T

rmiss || ... Name 6ouble c"c'l;' Job title
ow(E - .
- ‘ :
P = Complete ¥ Quantity ¥  Averav _
Data Levels: Paul Smith |- Data @ Pie diagram
COMPLETE Quantity [ John Doe
[ Paul Smith
e & Notes ‘%—— Comments | @), Task history \ ‘| attachments | 2, Resource Assignment
Charts Toolbar
By default Charts toolbar is located at the left top part of Charts panel.
Charts (B ey

» Cuankiky

W fwveraw D

(EE} = Complete

Daka Levels: GEENTEN Paul Smith - Data

Customize Chart | @ Pie disgram

Cuanktity

CCMPLETE

O John Doe
& Paul Smith

38 %

|;§' Mokes ||8-: Comments "@: Task. histary " 4 attachments | Charts ||_% Resource Assignment

The following table describes each of the Charts Toolbar buttons.

Button Description
= Print out the diagrams
= Preview the diagrams, create and edit your own print design

|IsEankTransFer |\g|

Select the field for creating the first diagram

|T|:|I:al Srnount _v}|

Select the field for creating the second diagram

Select the type of calculation that should be displayed on the diagram

Add or remove buttons to Chart Toolbar
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Tips:
v Todisplay or hide Charts Toolbar use main menu command [View -> Toolbars -> Charts].

@ VIP Task Manager Professional [ User: Administrat

Toolbars  k | o |Task List
3 Panels b | v | Task Tree
& e v
Columns L4 | v |Resuurce Lisk
1 Tdbl\ LISL = tar g | W |Ca|EI'|I:|ar‘
6" @& @, 1 v |Fikers - Task List

| v |Filters - Task Tree

=)@ Purchasing
o' Purchasing P'Ia||i| Filters - Calendar
i Renquisition LisI:| v |Task Eroups

@ Quatations | v | Task Groups on Calendar View
i@ Orders |+ |Motes
o Invoices |7|Attachments

@ Pavments .
o Fay | v |r'-.I|:|I:iFi|:aI:i|:|ns

i@ Suppliers |7|R |
oles
“V Task List - Filkers |T| Fermissions
| Current " r.i:|i|Rescuur|:E Assignment
: | » |C|:|mments
= Common
Marne

I Cuskomize, ..

v To move Charts Toolbar move mouse cursor to its left border, left click on it while cursor has its *
crosshair’ status, drag and drop it wherever you need.

Charts
q%.E = | Complete w Cuankity ¥ hweraw
‘ ‘Data Levels: WS-8 Paul Smith | Data

v" To take Charts Toolbar out its default location and vice versa double click on it.
Charts

Data Levels: WEEaNe=N Paul Smith

Double
click

= = Complete

Overa W

;0
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Customization zone

Customization zone is located under Charts toolbar.

Chart = &R
E) = Order ID » Quotation 100 % Averaw
F =
{ Daka Levels: REEEAIGEEN seleck value [ Data Custamize Chart |_[i[|_ Colurmn diagram
.
2 -
1 A O Crder ID
[ Cuatation 10
1
0 1
Bdminiskrator

r 1 - | 1 —
- TR | = =3 B, i ol ol ot adadad PSR IEETE R e o - R R T 8 oot ataatat il

A T e A T

On the right of the Customization zone there is an option that allows to select column, bar, line, area or
pie type of the diagram.

Data Levels; BR8N seleck value [ Data Cuskomize Chart
Tl ':I:I‘h'lrl diagram
Z E Bar diagram

|-+ Line diagram
by Area diagram

| _ S

Left click on “Customize Chart” button allows to display or hide diagrams, sort the data on the diagram
in ascending or descending order, display or hide Data levels and set the appearance of the legend, titles
and Customization zone.
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Customization

Chatts s =EE
: Series | Data Groups | Options | ¥
Lo Camplet w
= 8 HImPIELe ] complete
B Quantity
Data Levels: BElEWIH ustarmize Chart ' |_|][l Colurnn diagram
45 1
35 1
30 1
: O Complete
2 [ Quantity
10 1
o Sork ke
|,>_§7 Tokes "3—5 Comments "@3: Task histary “% Resource Assignment: |
= Complete  Quantit ¥ B R R
=8 e @ H Customization 3]
1ata Levels: |Status | (DefaultIn Progress [-JEIEISRRAS ] i
Mo
' Motes ”% Comments ”@: Task history "rﬂ Attag anm
Charts
= =  Complete W Clantity w - -
: : ) Series | Data Groups | ©ptions
Daka Levels: | Status | (Default)In Progress [ : i
w Position
. ) Default
| {:} Mone
35 - #) Left
30 ) Top i
O Complete : ) Right
@ Quarkity 29 ) Battom
w4 W w» Alignment
0 ] ) Default
) Star
Cenker
|é§' Maotes "8—E Comments "@5: Task histary "Lﬂ Abtadll w Orientation nmen
(%) Dafaylt

“Data Levels” block allows to plot the diagrams for various values of the particular task fields by which
the tasks are grouped on the grid.
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Daka

Data Lewvels: | Stakus | (Default)In Progress — Prioriky | Mormal el S8 seleck value

\__ Complete

40,00 :
50,00 % gty

The order of drill down diagrams can be changed by Drag & Drop method. The level of displayed data
can be changed by selecting required field on “Data Levels” box.

¥
Data Levels: Staw IF F e Sl i Mormal - Complete | 25.00 % - Data
Nu:urmal%-ﬁ- g =1
* Rt

Quankity

Charts field
Directing the cursor at the field of the diagram allows to watch the screen tips with the name of the field
and the number of the tasks with each field value. Left click on the diagram allows to display the diagram
of the following level, right click allows to return one level up.

Daka Lewvels: | Skatus | (Default)In Progress feyei==8 25,00 % - Priority | Mormal - Data

Quankiky

G\

Quantity Far 25,00 % is 45

Tips:
e Double click on the space near Charts panel’s toolbar allows managing toolbars, commands and
program options via Customize window
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Toalbars:
e KB
W Task List 0

v Task Tree

v Resource List

v Calendar

[+ Filters - Task List

¥ Filters - Task Tree
v Filters - Calendar

v Task Groups

¥ Task Groups on Calendar Yiew =
[+ Motes

v attachments
[+ Mokifications
v Roles

| £

I administra] 2709

4

-
MEW K E EIE' ﬂ
; Avers v
_ ok | %
i Column diagram
Reset... ‘ Custarize Chart | |l Column diagram
O order ID
[ Quotation ID
= . 1 2 3 3 >
|

»

& Motes | 25| Comments q'._ Task history ||l Attachments |§]Chart |§»3Permissiuns 2 Resource Assignment

e To close the panel click on £ button at its right bottom corner

e To make the panel auto-hidden click on ‘% button at its right bottom corner
e To maximize the panel click on & button at its right bottom corner

e To return the panel to its default position click on corresponding button again
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4 User Manual

4.1. Tasks

4.1.1. How to create a new task

There are several ways to create a new task.
1. Click on “New Task” button on Task List, Task Tree or Calendar toolbar.

. File Wiew Tools Help

Task List | Task Tree | Calendar

""ﬂ.‘n‘ﬂ% =0 I 1

i@ Mew Task (Ins) b Task List View (=]

+

- R

2. Press “Ins” key
3. Right click on Task List, Task Tree or Calendar grid and select “New Task” from drop-down list

Marne Status W Complete |
1 Order Place: 1%

{
-
Ins .

1

3 @ Edit Task F4
1 & Delete Task Fa
i Duplicate Chrl+D
)
1

o PR T

4. Double click on Task List, Task Tree or Calendar grid empty space
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4.1.2. How to edit a task

There are several ways to edit a task.

1. Select required task and click on “Edit Task” button on Task List and Calendar toolbar or “Edit” button
on Task Tree toolbar.

. FEile Wiew Tools Help

Task List | Task Tree | Calendar | Resource List
. @t '@ = |+ T 1 |8
@ Task (Edit Task (F4) |List view =) & E3 [

+

o oy &y oy @

no

Select required task and press “F4” key

3. Right click on required task on Task List or Task Tree grid and select “Edit Task” or “Edit”
correspondingly from drop-down list

Info Mame Skatus W Zompl
MW%
| o’k Mew Task Ins »
b Z A o
: F4
& i S
- £ & Delste Tas = Fa i
1 %
Duplicate Chrl+D
1 i
3 %

4. Double click on selected task on Task List, Task Tree or Calendar grid
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4.1.3. How to delete a task

There are several ways to delete a task:

1. Select required task and click on “Delete Task™ button on Task List and Calendar toolbar or “Delete”
button on Task Tree toolbar.

. File Wiew Tools Help

Task List | Task Tree | Calendar | Resource List

Eo*'m@loo ﬁﬁ@f{al:

i@ Task Grou Delete Task(FE)}w &8 v
& & S| & i

Select required task and press “F8” key
Select required task and press “Delete” key

Right click on required task on Task List, Calendar or Task Tree grid and select “Delete Task” or
“Delete” correspondingly from drop-down list

<]

Hown

Marne Skatus W Complete

WMW
' @ Mew Task Ins *
& @ Edit Task F4
P NN
1
Duplicate Chrl+D

1

In confirmation window click “Ok” if you want to delete this task, or “No” if not.

P Are you sure you want to delete all{1) selected task(s)?
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VIP Task Manager Pro

4.1.4. How to set/change task priority

To set task priority select required priority from “Priority” drop-down list in “New Task” dialog while
creating a new task.

X]

24 Watch List .olul Hiztory & Custom Fields

al | @' Reminder

2
= Besources

&l Atachments & Note

M arne: |Discuss ation plan

Prricarity: W Marmal

v |\ Task Group: |Eln|ine Team vl

) @ Urgent
Estimate Highest

vl Actual Time: |Dminutes vl

? B -
workfiod B8 High |

%

O Mormal
w | Complete;
Lowest
[10ue s
| |
[] DatekTime
Start Time; | | | |
Finish Time: | | |

| wok | [ X Cancel |

To change task priority use one of the following ways.
1. Open “Edit Task” dialog and select required priority from “Priority”” drop-down list

Edit Task(#3)

2= Comments 2% Walch List BI:_ History @ Custom Fields
i) General | %7 Feminder | 2, Resources 4 atachments | & Note

MHame: |Dverview any key risks avoiding details |

Priorit: 0 Marmal ~ Tazk Group:|1. Getting Started v|

i |l k
E stimn, ev s w | bctual Tirme: |35 rnirbes v|
‘wiorkfla 89 High b

gNormal H

Low d w | Complete:

tal Lowest
Duexc_

12/03/2008 v|

[w] DatekTime

Start Time: | 12/03/2008 v| 1500 3| []AIDay

Finish Time:  12/03/2008 v| 1700 3| Recunence..
v

2. Select required task and click on “Decrease Priority” / “Increase Priority” buttons on Task List, Task
Tree or Calendar toolbar
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. File View Tools Help

Task List ETaskTree Calendar

R (T ﬁﬁﬂzrﬁ|_

i Task Groups on T. Decrease Priarity {ShiFt+CtrI+DDwn}|

- + { i

3. Right click on required task on Task List, Task Tree or Calendar grid and select “Decrease Priority”
| “Increase Priority” from drop-down list

Info Marme Stakus W
A——
M Mew Task Ins B 1
11| . Edit Task F4
13| & & Delete Task Fa
5 _
I Duplicate Chrl+D
51 1l
14
N €| Change Status 3
35
26 A5l Increase Priarity Shif g CErlH+-Up
=7 b= Decrease Priority  Shift+Ckrl4+-Down
35 Filker k

L A — o

4. Select required task and press “Shift + Ctrl + Up” / “Shift + Ctrl + Down” keys

To change the priority of several tasks simultaneously select each of them while holding “Shift” key and
change the priority using one of the ways mentioned above.
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4.1.5. How to set/change task group

To set task group select the name of required task group from “Task Group” drop-down box in “New Task”
dialog and click “Ok” button while creating a new task.

New Task fg|
25| Comments 2% watch List @ History & Custam Fields
‘-.-_‘?-' General | 7@ Reminder 2 Resources 0 Attachments ¥ Note
M arme: |Develnp a businezs plan |
Priofity: |O Marmal v | Task Group: etting Started ?I
. : ; 2 oA s el L e
Estimated Time: |Dm|nutes v| boud O & e | e ey =
Mame A
workflow | Default v | & GEt"ikng Started
@ 2. Defiring The Project 18 18
Status: |‘§ Diraft v| i o .g ]_
@ 3.Planning The Project 23 23
|:| Due Date @ 4. Monitoring The Proje . 21 21 |
| | @ 5. Closing Down 10 10
@ John Doe 1 1 7
[]Date&Time :
e 4 Ok * Cancel m
StaltTlme.| | |_\‘_ [ l ’ —
Finish Time:| | | | | Recurence... |
[ a Ok ] [ K Cancel l

To change task group follow the steps:

1. Open “Edit Task” dialog and select the name of required task group from “Task Group” drop-down

box
2. Click “Ok” button

Edit Task(#74)

J‘ Camments 25 wistch List @), Histary & Custom Fields
) General | %@ Reminder | 2 Resources 4 sttachments | & Mate
Marne: |Identif_l,l all concerned in the project |
Fricirity: |O Marrmal vl Task GIDUDZK Getting Started v-| ‘\
= t [P
E stimated Time: |Dminutes v| Acnd] ©F @ @ e oy <
Mame 5
W |D'3fe'“'t "| © -"-R.r'-'h:-nit|:|r'iru;1 The Froje 21
i@ 5Closing Down
Statusg: Draft
- |& = v| e’ John Doe 1 1
[ Due Date i@ Ivan Susanin (I
| | i@ Ernst Meizvestny a —
i@ Joe Black a F
[¥] Dated:Time .
Start Time: |18/06/2007 g [ [ vk ][x e
T —
Finish Time:|18a’UEa’2DD? v| |11:3I:I $| Recurence. . ‘

W
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Alternatively, use following ways to change task group:
1. By drag & drop method replace the task from Task List or Calendar grid to required task group on

Task Groups Panel

i@ Task Groups on Task List view [ g |
o @ @ ey o E‘:’J - Assigned & v
=gy Company o &9 o s
o/ 1. Gatfing Startsd s s I=I Assigned @ Administratar, Joe Black,
@’ 2. Defining The Project 19 |
" 3. Planning The Project T 104 Ensure each team member has the skills required
@ 4. Manitoring The Project 22 22dra &ddlr
i@ 5. Closing Down 'ﬁ i0([= A’gigne : A?rrl:r)listrator,hhn Doe
i@ John Dog 1 1] Hold a meeting with all concerned
©' Ivan Susanin . . 106 Hold a meeting with all concerned
@ Ernst Meizvestny ] ]
' Joe Black o o 33 Make the calls
&7 Backstreet boys o o 100 Appoint someone ko be responsible For the project

2. By drag & drop method

el

el

+@ | 2. Defining The
+ i@ |3. Planning The!
+@ 4. Monitoring T| e,

replace the task on Task Tree grid to required task group

LOENCIryY &l CONCerned I the project
Identify all concerned in the project

Make sure the project fits company agenda

5 gvoiding details
Proi

iy & drop

roje

Project

=@ |5 Closing Dow

@)
[
]
[

i

Celebrate th;-%lse down withing your beam

Check budget, quality requirements and deadline meeting
Check wihether wou have the same results as in original plan
Consider debriefing the project team at the meeting

Trfrrm All invnlved in Fhe Aeadeck ahank ks classdman
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4.1.6. How to set/change task Estimated or Actual Time

To set task Estimated or Actual time select required time from “Estimated Time” or “Actual Time”
drop-down lists correspondingly in “New Task” dialog while creating a new task.

If there is no required time in drop-down list enter the time in minute format using the keyboard

To change task Estimated or Actual Time follow the steps:
1. Open “Edit Task” dialog
2. Select required Estimated or Actual time from “Estimated Time” or “Actual Time” drop-down lists

correspondingly
3. If there is no required time in drop-down list enter the time in minute format using the keyboard

Edit Task(#75)

29 watch List |o||_ Hiztory & Custom Fields
@7 Reminder 2 Resources 1y Attachments & Mate

Mame: | Identify all concerned in the project
Priarity: e Marrmal “ Tazk Group: |1, Getting Stated W

Estimated Time: Fminutes Actual Time: |0 minutes v

0 minutes s
Whorkflow | Defal B minutes
10 minutes

[seei]
g
»

Statu Complete: |0

20 minutes

20 mirwt
[JCue Date 1 hg‘n[l::u = |

hours A
—

DatedTime
Start Tire: | 18/06/2007 « | 11.00

L

]l Day

Firish Time:| 18/06/2007 v|[1z0 =

o 3 Cancel
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4.1.7. How to set/change task status

To set task status select required status from “Status” drop-down list in “New Task” dialog while creating a
new task.

New Task |X|

22| Comments 25 wistch List ﬁ';_ Hiztory & Custom Fields

‘-_’.-' General | @' Reminder 2 Resources _.rl] Attachments & Nate

M arme: |Discuss atian plan |

Friirity: |O Marrmal “ | Task Group: |Eln|ine Team w |
Estimated Time: |1Dminutes vl Actual Time: |15minutes vl
ok flow |Defau|t v|

Status: f':' Diraft £ \ Complete;
Draft
Due Date § * =
O “¢ Created
M In Progress
[]DatekTime —H & Fut an hold L
Completed
= ~
Start Time & | Cancelled I
Firish Time\ @ ‘Feified S

| v ok | [ X Cancel |

To change task status use one of the following ways:
1. Open “Edit Task” dialog and select required status from “Status” drop-down list

Edit Task(#1958)

2=

= Comments 29 Watch List 1'.':-_ History & Custom Fields
i) General | W Reminder | % Resouces | ¢ Attachments | 3 Mate

MHame: |Discuss action plan |

Pricrity: |e Marmal ~ | Tazk Group: |Dnline Team v |
E stimated Time: |1T-".5 hours w | Actual Tirme: |IJ minutes w |
ik o | Drefault w |

Status: J% Created 3*.1 I:Dmp|ete;

[JCue Date 4 Diaft

Created I
g InProgress
[ Datek:Time i
Completed
} ~
Start Time g3 Cancelled I:I

Finish Time:NQ Veriied _____JIF

[ w0k | [ 3 Cancel |

2. Right click on required task on Task List, Task Tree or Calendar grid and select required status from
“Change Status” drop-down list
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Mame Status W Complete

@ Mew Task Ins

2
3

1

@ Edit Task F4
iy Delste Task Fa
Duplicate Chrl+D

Rall up recurrence kask,

@ Increase Priority Shift+Ckr+Up
= Decrease Priority  Shift+Ckrl4+Down

Filter
Sorking

4
4

O Moarrnal

Priority % JueD

.

O Moarrnal

e Marmal

07 i0g

e Marmal

! Drraft
Created

4

Cancelled
. Completed
Yerified
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4.1.8. How to set/change task Due Date

To set task Due Date check “Due Date” option and select required date from “Due Date” drop-down list in
“New Task” dialog while creating a new task. Alternatively, enter task Due Date using the keyboard.

Mew Task g|
‘l-EIu:nmments 29 watch List .du_ Hiztory @ Custom Fields
‘-:‘.’-' General | @' Reminder 2 Resources 3 Attachments ¥ Note

Mame: |Discuss ation plan |

Priarity: |O Marrmal B | Task Group: |Eln|ine Team w |
Estimated Time: |1Dminutes vl Actual Time: |15minutes vl
ok flow | Default ~ |

Status: | 1% Created vl Complete;
Diue Date)

w
: A4 August b o4 2007 ¢
[] DatekTime MTwTFcs s ||
Start Time; 1E 345 |
E 7 8 5101112
Finish Time:] 13 14 15 15 17 1819 |
20 21 22 23 24 25 26
27282930 A [’
4w Ok l ’ # Cancel ]
Toda Clear
E=Rp

To change task Due Date open “Edit Task” dialog and repeat the actions mentioned above.

Edit Task(#34) |
22 Comments 2% watch List @, Histary & Custom Fields
\-_" General | @7 Reminder 2 Resources I Attachments & Nate
M arne: |Chcn:nse the tppe of control that iz needed |
Pricrity: |e Mormal v| Tazk Group: |4. anitaring The Project vl
Estimated Tirme: |IJ minLbes vl Actual Tine: |D minLbes vl

ok flow |Defaull vl
Status: | Created vl Cnmplete;
Due Date
£5/04/2003 v/
: 4 April b 4 2008 »
[] DatekTime MTwTFGSG s |
Start Time: 123 456 |
OB 910111213 :I
Finish Time;| 14 15 16 17 18 19 200 |
21 22 23 24 25 26 27
28%30
v
\==) (5= )
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Tips:
[ ]

To quickly select today’s date click on “Today” button in “Due Date” drop-down box
To clear Due Date entry field click on “Clear” button in “Due Date” drop-down box
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4.1.9. How to set/change task Completion

To set task completion enter required completion value in “Complete” entry field using up-down buttons in
“New Task” dialog.

New Task E|
2= Comments 29 Wwatch List uolu_ Hiztory & Custom Fields
'-_)' General | 9@F Reminder 2 Resources U Attachments & Mate

Mame: | Dizcuss action plan
Priarity: O Marrmal R Task Group: | Online Team w
Estimated Time: |0 minutes s | Actual Time: |0 minutes v
whorkflow | Default “
Status: | | InProgress w

[]Due Date
[] DatekTime

Start Tirne:

Finish Time:

[ o Ok l [ xCancel]

Alternatively, enter required completion value using keyboard.
To change task completion value open “Edit Task” dialog of the required task, open and repeat the actions

mentioned above.

Note:
e When task completion value is changed from ™0" to "1", this day date appears in the "Date Started"

column
e When task status is changed to “Completed”, its finish date automatically appears in the “Date

Completed” column.
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4.1.10.How to set/change task Start and Finish Date

To set task Start and Finish Date use following steps while creating a new task:
1. Open “New Task” dialog
2. Check “Date & Time” option
3. Select required date from “Start Time” and “Finish Time” drop-down boxes or enter it using the
keyboard

4. Using up-down buttons set Start and Finish time
5. Check “All Day” option to set only date without time
Mew Task gl
2= Comments 2% Watch List oI Higtory @ Custom Fields
"-:‘P-' General | %@f Reminder 2 Resources i Amachments F Note
Mame: | Dlscuss action plan
Pricrity: eanmaI ~ Tazk Group: | Online Team ~
Estimated Time: |0 minubes s | Actual Time: |0 minotes w
wharkflow | Drefault w
Status: Created w Complete; (0% &
[]Due Date
DatekTime)y.
Start Time; [ 03/08/2007 w | 11:300 2| ] AN Day
o A August b 4 2007 =
; 1] Recurrence..
Firizh Tirme; MTwTEFS3s [- S
1 2 4 5
E 7 8 9 1by11 12 Ok ][xl:ancel]
1314 1916 17 18 19

20021 222324 2526
27 28 29 30 AN

\ o) (o=

To change task Start and Finish Date of already existing task, open “Edit Task” dialog of this task and
repeat the actions mentioned above.
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4.1.11 How to set task recurrence

To set task recurrence use following steps:

1. Open “New Task” or “Edit Task” dialog

2. Check “Date & Time” option and click “Recurrence...” button
3. In “Edit Recurrence” dialog use up-down buttons or keyboard to set task start and finish time or

select required task accomplishing duration from “Duration” drop-down list
4. Set task recurrence interval (Daily, Weekly, Monthly, Yearly, Every Weekday or enter required day

interval)

2l

date)

Set task recurrence start date using “Start” drop-down box or keyboard
Set task recurrence finish date (it may be unlimited, after required number of recurrences or exact

Edit Task(#1960)

2= Comments 2% wiatch List ﬁ:n_ Hiztary # Cugtomn Fields
"-_'" General : %@ Feminder < FResources Y Attachments & Nate
Name: | Digcuss action plan
Priority: | g Mormal w | Task Group: | Online Team |
Eztimated Time: 3EI minutes v Actual Time: |0 minutes w |
ok flow éDefauIt v
DDUEDEI':E ...............................
[A1DatetTme |-
Start Time: | 23/07/2007 il | [JANDay
Finizh Time:éESfD?.-"EDD? v §1D:31 - L| Hecurrence_l:
’ » Ok ] [ annceI]

! ]
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Edit Reccurence

Event Lime

Start: |10:01 % | End: |10:31 = | Duration:

User Manual
Edit Task(#1960) X
“5 Comments I & Custom Fields |

2% wWatch List I @ Histary |

General | g

R eminder

Resources

30 minutes T
0 minutes ~
Recurrence pakkern 3 minukes 3
(&) Daily E I:I 5 15 minutes =
@ e i 20 minutes
Wieekl 30 rirwt
C F () Every weekday 1 hg&nru ==
() Morkhly 2 hours b
(1early
Range of recurrence
{#) Mo end date
Start: |23/07/2007 v|
() End after: EI DECUFrEnCes
()End by: |23;u?j2m:|? v |
L 2, Cancel ] Remove Fecurrence

| Attachments || & Note |

1l w |
ninutes w |
D% 5
[ ] AlDay

Recurence. .. J

) (Xorw]

To cancel task recurrence click “Remove recurrence” button.
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4.1.12 How to set task reminder

To set task reminder use following steps:

1. Open “New Task” or “Edit Task™ dialog

2. Select  “Reminder” tab and check
“Reminder” option

3. If you want to be reminded at exact date and
time check “At” radio-button, enter required
date and time using drop-down box and
up-down buttons or keyboard
correspondingly

4. If you want to be reminded before exact date
and time check “Before” radio-button, select
“Start Time”, “Finish Time” or “Due Date”
from drop-down list and select interval you
want to be reminded before from
corresponding drop-down list

Edit Task{#99)

Z=| Comments 2% wateh List -élu_ Hiztary @ Custorn Fields
) General | % Reminder | 2 Resouces | @& Attachments | & Mate
G

[3/07/2007 v [15:20 =

1 July oA 2007l
© Before M TWTFS S
R : 1
E20UICES] 2 3 4 5 E ?. B
910 11 12%14 15
16 17 18 19 21 &2
2324 25 26 27 28 29

an A
o Ok l [ # Cancel ]

Edit Task(#99)

2= Comments 25 watch List .5‘._ Hiztary # Custom Fields
) General ® Reminder | % FResources U Attachments & Mote
=
LT
StartTImE ............. v._ SmIHUte$ ............... v
Stat Tiwe =
Resounces:

‘Finizh Time

| w0k | [ X Cancel |

5. Select resources to be reminded about this task from “Resources” drop-down box.

To quickly select owner resource click | “® | button, to quickly select resources this task is assigned to click

. ., (== _ . ... [oo
= button, to quickly select all resources click == button, to clear all fields of resource list click =&
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button.

Edit Task(#99)

o=
| == Comments

Reminder

O At
(%) Before

Resources:

[ = wateh List

) General | @7 Reminder

ii -ﬁ-: Hiztary ||

% Custorn Fields

2 Resources || 0 Attachments || & Note

| Start Time

v| |15 minutes v|

® & & |mm oo
[ &dministratar

[] Backstresat boys

[] Ermst Neizvestny

[] van Susanin

[] Joe Black

[ Johin Doe
Cdbkikaraye oo
[ Elintar

[T Lew Tolstoy

[] Paul MeCartrey
[] Ringa Star

[] tadonna —

£

[ VDkN [ xcance|]

To cancel task reminder uncheck “Reminder” option.
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4.1.13 How to assign the task to particular resource(s)

To assign the task to particular resource(s) use following steps:
1. Open “New Task” or “Edit Task” dialog
2. Select “Resources” tab
3. Select resources you want the task assign to from resource list

Edit Task(#99)

| f Comments " g-%;WatchList @3 History || & Custom Fields |

]_0 General || %o Reminder | t% Resources | 4 Attachments || E_ﬁ Mate |

tame
Adrminiztrator

Backstreet boys

Errst Meizvestny

Ivan Suzanin
Joe Black
John Doe
Kirk.araey

% Lew Tolztop

tadonna

9 3

Paul tMeCartney

||

Ringo Star

[ w0k | [ 3 Cancel |

Alternatively, drag required task and drop it to required resource on Resource Assignment panel.

14 “Form a group of project managers 15 % ‘5 In Progress ‘2- Defining The

28/03/2007 10:52
28/03/2007 10:52

2. Defining The 11/06/2007 14:08
2.Defining The | 11j08/2007 14:10 |

5 |Hold a meeting with all concerned 2. Defining The
69 iMake the calls

[
70 |Discuss the marketina olan
19

ated ¥ Creator Task group Department
M ohnDoe =@ Unknown
[] /1van Susanin quide ‘-
data to dist [] |Ernst Neizvestry Development I
[ |30e Black |
[] Paul McCartney Development |

‘)} Mates “3;: Caomments If\ Resource Assignment “1552 Task history H ‘j Attachments
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4.1.14 How to attach files or links to the task

To attach files or links to the task use the following steps:
1. Open “New Task” or “Edit Task™ dialog
Select “Attachments” tab

2

3. Click “™ (“New attachment™) button or press “Ins”

4. In “Edit Attachment” dialog select “File” or “Link” from “Type” drop-down list to attach files or
links correspondingly

5. Enter file path or link URL into “URL” entry field or choose required file manually by clicking on

L) button
6. Enter required description to the attachment in “Description” entry field
7. Click “Ok”

Tupe: | File

w

2= Comments 2 vlatoh List oll Hiztory # Custom Fields
i) General | %7 Reminder | 2, Resowrces | (U Attachments | & Note
"h. L H
Type Hame Description
Edit Attachment §|

URL: |CADocuments and Settingzi zer2hhy DDCE]

Description: | picture

[ “’Dw | 3¢ Cancel |

[ wok | [ 3 Cancel |

Alternatively, drag required file on your PC and drop it to required task or use the following steps to attach
files or links to the task:
1. Go to Attachments panel

2. Click “™ (“New attachment™) button on Attachments toolbar

3. In “Edit Attachment” dialog select “File” or “Link” from “Type” drop-down list to attach files or
links correspondingly

4. Enter file path or link URL into “URL” entry field or choose required file manually by clicking on

=) button
Enter required description to the attachment in “Description” entry field
Click “Ok”

2
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Mew Attachment g]

Descriphion: | article

Type: |File L

URL: |C:hincomingsEvewbody has dream.doc m

Rl ka%J | 3 Cancel |
Zh Om

= % L &tachments

=+3
; B = .
Task: #16 - "Make your project planning checklist'
Task aroup H Twpe Marne Descripkion
Link, Chy projectiproject checklist, doc
Link, hitkp: f frawn, baskmanagementsoft, com/
@ Notes |25 Commerts | A Attachments Resource Assignment 0 Task hiskary

Tips:

To edit attachment select it and click on “* (“Edit Attachment”) button or press “F4” key.
1)
To delete attachment select it and click on % (“Delete Attachment”) button or press “Del” key.

Q) . .
To open attachment select it and click on ' (“Open Attachment”) button, double click on this
attachment or press “Ctrl + O” key.

]
To save attachment to your hard drive select it and click on “® (“Save Attachment File”) button or
press “Ctrl + S” key.
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4.1.15How to add notes to the task

To add notes to the task use following steps:

1. Open “New Task” or “Edit Task” dialog and select “Note” tab or go to Notes panel
2. Enter the notes

3. Click “Ok” button in “Edit Task” dialog or ¥ (“Apply”) button on Notes toolbar

Edit Task(#1)

2= Comments 2% Watch List oI History & Custom Fields |
W Genersl | %7 Remindsr | 2 Resources 1 Atachments S Mote
s | = | = [z T E R g E s

Make a standard business case
template, it will save your time in the

future.
I 4 Ok I [ 3 Cancel ]
OR
Makes = a3
= = | E = = i ek Rk v =

Task: £1 - "Develop a husiness case for the project’

Make a standard business case template, it will save your
time in the future.

& Motes | =% Comments 0 Task histary | attachments 4 Permissions

e To insert current date & time into the notes position the cursor in the required place of Notes panel
and press "F5" key

e To create your own text design use Note tab toolbar in “New Task™ or “Edit Task” dialog or Notes
panel toolbar

e To preview task note section, create and edit your own print design click on = (“Print Preview”)
button on Notes panel toolbar
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e To print out task notes section click on = (“Print”) button on Notes panel toolbar

e To display task notes as plain text under the task in Task List or Task Tree grid click on “Preview
Mode” button on Task List or Task Tree toolbar and select “Note as plain” from drop-down list

e Todisplay task notes as RTF under the task in Task List or Task Tree grid click on “Preview Mode”
button on Task List or Task Tree toolbar and select “Note as RTF” from drop-down list

e To hide task notes from Task List or Task Tree grid click on “Preview Mode” button on Task List
or Task Tree toolbar and select “None’ from drop-down list

& VIP Task Manager Professional [ User: Administrator ] [DataBa

. File Wiew Tools Help

Task List | Task Tree | Calendar | Resource List

- e oser | 3T 1S H .

i@ ' Task List - Groups 57 X |

I"-l-:-t-zeka:: plain
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4.1.16.How to add comments to the task

To add comments to the task use following steps:

1. Open “New Task” or “Edit Task” dialog and select “Comments” tab or go to Comments panel

2. Enter the comments

3. Click “Ok” button in “Edit Task™ dialog or & (“Apply Comment”) button on Comments toolbar

Edit Task(#16) £l
Gereral | %7 Fleminder Resources o Attachments = Mote
== Comments “ ‘wfatch List @, Histary i Custom Fields

Ligt of comments:

'Administrator’ at 12/04,/2007 13:02
Plesze, dothiz task as z00n as possible
'John Doe' at 12/04/2007 13:03
I cant da this task now.
*John Doe" at 24,/05/2007 13:51
It's wery imporkant to do it right now

'John Doe" at 24,/05/2007 13:52
Shall T put off my previous task?

=l = | & (71 @ || E D ELE

‘r'es|

[ & Ok ] [xcance|]

OR

Camments

Task: #16 - 'Make your project planning checlklisi®

E+a

'Administrator’ at 12 /04 /2007 13:02
Please, do this task as soon as possible
'John Doe' at 12/04,/2007 13:03
I cant da this task now.

@R_Emgé_—'d.-_i_-;‘.s

~ =
ves|
& Notes |22 Comments @l Task history 1 Attachments 4~ Permissions
Tips:
°

Comments panel and press "F5" key

toolbar

To insert current date & time into the comments position the cursor in the required place of

To create your own text design use Comments tab toolbar in “Edit Task” dialog or Comments panel
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To preview task comments section, create and edit your own print design click on =" (“Print
Preview”) button on Comments panel toolbar

To print out task comments section click on = (“Print”) button on Comments panel toolbar
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4.1.17 How to group tasks

Tasks can be grouped by any column by several ways:

1.

If there is no grey space above the Task List grid, right click on column header and select “Group

By Box” from drop-down list. Drag the required column header and drop it on the space above Task

List grid.

Drag a column header here to group by that column

=

tatus v YV ) Tasl

— zl Sort Ascending tl‘ T
mplete: ine Team
DEE s | Sort Descending ————
mpleted . Aline Tearn
- | Clear Sorting i
mpleted

mpleted =4 Group By This Field

mpleted

Progress | roup Footers

Remave This Column
1 Field Chnnser

Progress

Drmnwvace

D Mame Status Priority &
17| & List all the activities in 10 Created 0%, Low Mame Status Priority
- - - H 17| & List all the activitiesin | 44 Created | 0% o
20 Estimate how much time | | InProgress I 10% & narmal . — - -
c i oz Estimate how much time | g, In Progress |I 10 % & rorme
21 ¢ Identify activities that  Completed u a Marmal 3 : - —
3 e i 21 & |Identify activities that | Completed |w & normez
23 4l |Make a communication | 1 Created 0% € tormal H
e = ;23 (L [Make a communication |4 Created | 0% & torme
25 Appoint & team member | . Completed BB kg High | : PR— i |
) 25 ppoink & team member | Completed | SMBESE | g8 High
27 4 |MakeaGanttchartto | |InProgress BN | & Normal . S ~ | Compl | o g
r 27 i ake 3 Gantt chart to ~ InProgress % Motz
26| & Make a milestone plan | 4 Created 0% & normal o 5 T & g |u °
- 28 . ke & rmilestone plan | Created 0 % Morme
29 Check the project by the L. | InProgress B 9 Normal | — 5 - _ :
2 Sellilir oo Wl
L
30 Set arealistic deadine |+ Created 0% e Normal il
i 30 Set arealistic deadine |+ Created 0% & tiorme
18 Group tasks under 40 Created 0% & normal Srou basks und e
: 18 roup tasks under | Created 0% Mormz
16/ @& L Make your project g InProgress | 5% <1 Urgent » ° )

2. Right click on column header and select “Group By This Field” from drop-down list

_ %l Sart Ascending
0% El Sort Descending
fress I 10 D'? Clear Sorting
ted
d 0% —,
——— ==/ Group By Box
ted — fz008
vess | = Footer 2008
;””””"’””E;" Group Footers l:;DE’B’” .
2
[ress - Remave This Column {2008
R
d | = align Left {2008
d Align Right jzan0s
ress | Align Center Jeo08
vess | 259 BestFit {2008
d 0% Best Fit {all columns) j2o08
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If you want to group tasks by several fields simultaneously, group by each field step by step using one of
the ways mentioned above.

Current filker: (is any o Defining The Pr

Assigned & v | TaskGroup |
ID | g

[=I Assigned : Administratar, Joe Black

1 Max:

|E| Assigned : Administrator, John Doe

Mame | Complete
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4.1.18 How to track task history

To track task history use following steps:
1. Open “Edit Task” dialog
2. Select “History” tab
3. Watch task history in the “List of changes” window
4. Click “Ok”

Edit Task(#6)

»_)- Gereral | 07 Reminder | 2 Resources i Attachments & Nots
25| Comments 29 Watch List ®©/ Histary # Custom Fields

[}
Ligt of changes:

‘Administrator” at 03,/10,/2007 11:59 L
Task was created

‘Administrator” at 04,10,/2007 16:34
Mame: Discuss the plan - Attend the presentation
Quantity: 87 -=

'Administrator” at 05/10,/2007 13:19
Mevs Assignments; John Doe

‘Administrator” at 05/10,/2007 13:19
Status: {Defaulthreated - = (Default)In Progress
Complete: 0,00 % -> 50,00 %

‘Administrator” at 05/10/2007 16:40
ptice: 2 -»5

A dnninickuabas® ok G A4 SO0 ACA1

W

v

Alternatively, select required task and go to Task History panel.

Tips:

e To display task comments in task history click on “ button (“Show comments”).

e To print out task history and create your own print design select required task, go to Task History
panel and click "Print task history" or "Preview..." buttons on Task History toolbar

T azk. hiztory
Task: #14 - "Form a group of projeci

‘Administrator’ at 28/03/2007 10:5
Due date: 3/20/2006 -= 3{24/2005
‘Administrator’ at 28,/03,/2007 12:0

Mew fssignments: Joe Black
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4.1.19.How to sort tasks

Tasks can be sorted within any column by several ways:

1. Left click on column header. To change the direction of sorting, left click on this column header

again.

2. Right click on column header and select “Sort Ascending” or ’Sort Descending” from drop-down

list

ate

2008
12008
12008
if2005
i12008
2008
2008
2008

112003

| Actual Time

0h IJQ

m
Ok O
0k O
0Oh Om
0k Om
0k Orn
0h Om
0k O
Oh Om

Oh 10m

Time Left !
6678h 12m Adr

7182h 12m |Adr
Adr
7014h 12m | Adr
adr
7158h 12m |Adr
7182h 1Zm |Adr
72300 12m [Adr
Joh
7230h 12m |Adr

OR

ity W

ormal
rgent
rgent
ormal
ormal
aw

ormal
armal
ormal
igh

ormal
ormal
ormal

nrmal

Due Date A

qm

Sort Descending

el Clear Sorting
EDIDSIZD[
=4 Group By This Field
18f03/z00 —
Group By Box
11/03}2010

157037200 = | Footer

27103200 & | Group Fookers

04/035200
25/03 /200 _-fll Field Chooser
25/03/200 Alignment
18/03{200= align Left
26(03(200= Align Right
2403200 = | Align Center
25¢03(z00 4 BestFit
27103200

Remove This Column

Best Fit (all columns)

=ft

i i

12m

12m

12m

12m

12m

12m

12m

Nk rn

To clear tasks sorting right click on column header and select “Clear Sorting” from drop-down list.

Tasks can be sorted manually using following steps:
1. Right click on Task List or Task Tree grid and select “Manual Sorting” from drop-down list or click

on L button on Task List or Task Tree toolbar or press “Ctrl + O” key

wmn

Select the task you want to replace
Right click on Task List or Task Tree grid and select “Move Up”/”Move Down” from drop-down

Adrnir
Adrnir
Admir
Admir
Admir
Admir
Adrnir
Adrnir
Admir
Admir
Admir
Admir
Adrmir
Adrir

Tnhm |

list or click on t / 1 buttons on Task List or Task Tree toolbar or press “Ctrl + Up” / “Ctrl +
Down” keys
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Mame Skatu: v Complete & Priority % Due Date v Zstir

- 4 Mormal | 17/09/:

© New Task Tois
- ©» Edit Task g & vormal
4 i@ Delete Task Fa 0 Mormal
3

e Mormal

- Duplicate Chrl+D TR
Roll up recurrence task s
2 e Mormal

4 @ | Change Status » e Normal

1 @ Increase Priority Shift+Ctrl+Up 6 Mormal
= Decrease Priority  Shift+Ctrl+Down - —

Filter

CtrlH+Down

Sorting Move Down

Chrl+Up

Move to archive

(

F—J:n Groups Always Expand . o
L o Expand Al B

+ o Collapse All
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4.1.20.How to filter tasks

Tasks can be filtered by any task group by several ways:
1. Double click on required task group on Task Group panel
2. Select required task group and click on “Set Filter”” button on Task Group toolbar

i@ Task Groups on Task List Yigw =38

@o"“mm of ot | B .

=" 3et Filker an 0o &89
e 1. Getting Started 9 a
i 2. Defining The Project 19 19
@ 3. Planning The Project 28 za8
o4, Monitoring The Project el
g 5. Closing Down 1o 10
i@ John Doe 1 1
@ Ivan Susanin u] i]

3. Right click on required task group and select “Set filter” from drop-down list

@ Task Groups on Task Lisk Yiew =28

=)@ Company
@ PREl=l

e 2.

e 3. Plal 28
e 4 MOl g e Task Ins *| &
& 5. Clo 10
@ Johnt o Mew Chrl+i3 1
i@ Ivanf@» Edit ]

Setting filter by the ""Name"" field
To display the tasks with definite names or containing definite words in their names enter required name of
the task or required words in “Name” entry field on Filters panel, click on “Apply Filter” button on Filters
toolbar or press “Shift + Ctrl + T” keys.

" Filters - Task List [0y |

Current V [ =
T Afply Fiter For Task List (Shift-+Ctr+T3

IDevelop a business case

I

Status £

Setting filter by the ""ID" field
To display the tasks with definite id number enter required number of the task in “ID” entry field on Filters
panel, click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl + T” keys.
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I Fileers - Task List =HZEA

| Current @ L= M

= HECLou ] Apply Filter For Task List (Shift+CtrH-T)|

Mame
o >
Status [ v |

Setting filter by the "'Status'* field
To display the tasks with definite statuses select required statuses from “Status” drop-down box on Filters
panel, click “Ok” and click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl + T” keys.

I Task List - Filters =3x8
Current b BT e
[F] -
= Common ~
M ame
D
Statusz ated,In Progress %
Prionity
Actual Time
: & ] Draft
Estimated T
SImAE Created
=l By Date .
B Ir'| Frogress
Dtz Ferp oy Cancelled

Date Create i [] Completed

Date Laszt M ® ] werified
D ate Startec

[Date Comph
= By Rezource
Ovarer

Azzighment

[ o Ok l [XI:anc:eI]

Press button to select everything and | button to clear.

Setting filter by the ""Priority" field
To display the tasks with definite priorities select required priorities from “Priority” drop-down box on

Filters panel, click “Ok” and click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl + T”
keys.
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I Task List - Filters =EA
© Current ¥ 5 Ryt G
Bl >
= Common -
M ame
D
Status Created.In Progn »
Pricirity Highest Urgant
Actual Time
Estimated T || —
“ByDate [t
Date Range GD Mormal
Date Create || .3
Date Last M ighest
Date Starter \!/ Urgent
[ate Comph
=l By Resource
Owner
Agzignment

l & Ok l [XCancel

Press button to select everything and | button to clear.

Setting filter by the "Actual Time" and “Estimated Time” fields
To filter tasks by their Estimated or Actual time select “Estimated Time” or “Actual Time” drop-down
boxes on Filters panel correspondingly, from the first drop-down list select whether the time should equal,

be greater or less than the value, selected from second drop-down list, click “Ok” and click on “Apply
Filter” button on Filters toolbar or press “Shift + Ctrl + T” keys.

I Task List - Filters o2y |
Current o Ky~ %
| .
= Common ~

Marme

1D

Statug Created.|n Progn

Fricrity High Highest, Lirg
Actual Time | equal Ok 30m  w

Estimated T
- By Date equal s | |30 minutes
Date Range None
Date Create 13 Emply
1z nob empty
it I bl v
[rate Starte not equal
Date Comph
S BeR lezz or equal
vy Rezource o
Dwaner Joe | greater or equal
Azzignment between
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Setting filter by the ""Date Range™

To filter tasks by their Due or Start & Finish | 5 ask List - Fiters @z
Date select “Date Range” drop-down boX on |: cyrene v - X
Filters panel. | g .

If you want to filter tasks only by their Due |/ common ~
Date, only by their Start & Finish Date or by Name
Due Date and Start & Finish Date select L

. - - Statusz Created In Progn s
corresponding field from drop-down list. Ny

. . . Actual Time | equal Oh 30m  »
To cancel filter by this field that was set Estimated T | equsl D 10m

earlier check “None” radio button. =l By Date

| Date Range | day+Empty date

Date Create
Date Last M
Date Starte
Date Comph

Apply to tagk range and due date w

Apply ta tazk range and due date
Apply to due date only
Apply to task range only

= By Resource
Owner ODate

Agzsignment () Range to

Show empty date

v

To display the tasks with Due or Start & | “ ras«iist-Fitess B27a
Finish Date relatively definite time or definite |: ... «
period of time check “Relative” radio button |: i
and select required date or period of time from |/ common v
corresponding drop-down list. Name
D
Status Created.In Progn
Pricrity High Highest Urg s
Actual Time | equal Oh 30m  »
Estimated T | equal Ok 10m %
=l By Date
Date Range | dap+Ermpty date s

b BT R

Date Create
D ate Last b
Date Starte O None

[ ate Complh (2) Relative | Today ~
=/ By Resource ‘esterda
1y
Dwinier ODate Today

Assignment () Range | Tomomow
Last Week

Apply to tazk range and due date w

[¥] Shou &l

Last ear
This "Week
This Month
Thiz Year
Mext wizsk
Mext Maonth

Ok l [ 3 Cancel l

Mext ear

To display the tasks with Due or Start & Finish Date by exact date, at exact time, or to display all tasks
except exact date check “Date” radio button, select required field from “Equal” drop-down list and select
required date in corresponding drop-down box.
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1 Task List - Filters 5 Pl |
Current M T [
(i >
= Common ~
MHame
[[n]
Status Created.In Progn »

Fricrity High.Highest g

Actual Time | equal Oh 30m %

Esztimated T | egual Oh 10m &
=l By Date

Date Range | day+Empty date

Date Creste Apply bo tazk range and due date "
Date Last M
Date Starter O None
Date Compl () Relative
=l By Resource
Tre @ Date | equal ~| [14/02/2008 "
Asgignment () Range equal

doesn't equal
less
Show e
greater
greater or equal

[ 4 Ok l [xCanceI]

To display the tasks with Due or Start & Finish Date from required time interval check “Range” radio
button and set required period of time with the help of drop-down time boxes.

S Task List - Filters =E8
Current o ;<
B -
=/ Common ad
Mame
[In]
Status Created I Progn s

Priarity High.Higheszt g %

Actual Time | equal Oh 30m  »

Estimated T | equal Dh10m  »
=l By Date

[ate Fange | day+Emply date »

Deliz stz Apply to tagk range and due date w
Date Last M
Date Startec O Mone
Drate Comph ) Relative
=l By Rezource
Ovarer S0
Agsignment (s)Range | 14/02/2008 “ | 1 | 14/02/2008 ~
4 Februay » 4 2002 ¢
[+] Show empty date M TwTTFGSS
1 2 3
4 5 B 7 8 3510
11 12 12|15 16 17
:V 15[19] 20 222 23 24
25 26 27 29
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If you want to display the tasks without Due or Start & Finish Date, check “Show empty date” option.

Setting filter by the ""Date Created", '‘Date Last Modified", ""Date Started" and "'Date

Completed™ fields

To quickly set a filter by the “Date Created”, “Date Last Modified”, “Date Started” or “Date Completed”
fields, select “Date Created”, “Date Last Modified”, “Date Started” or “Date Completed” drop-down box

correspondingly on Filters panel.

To cancel filter by this field that was set earlier check “None” radio button.

To display the tasks that were or will be created, last modified, started or completed by definite time or
during the definite period of time check “Relative” radio button and select required date or period of time

from corresponding drop-down list.

o e e

Eztimated T | equal Oh 10m

=l By Date

Date Range | Today+Enpty dz w

Date Create | 08 - 16/02/2008 »

Date Last M
Date Starter
[ate Comnph
=l By Resource
Owner

Azzighment

() Mone
(+) Relative

() Date
() Range

Today

“egterday
Today
Tormarraw
Last Week

Last Year
This week
Thiz Month
This “v'ear
Mext wWeek
test Month
Mewt Year

Ok ] [ b4 Eancel]

To display the tasks that were or will be created, last modified, started or completed by exact date, at exact
time, or to display all tasks except exact date check “Date” radio button, select required field from “Equal”
drop-down list and select required date in corresponding drop-down box.

Actual Time | equal Ok 30m
Eztimated T | equal Ok 10m

= By Date

W

W

Date Range | Today+Emphy dz +

Date Create | 08 - 16/02,/2008 »

Date Last M
Date Startec
Date Comph
= By Resource
Owner

Agzzighment

() Mane
() Relative
(=) Date
() Range

equal

w | | 147022008 v

equal

doesn't equal
less

less or equal

greater

qreater or equal

I w0k ] [xl:ancel]
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To display the tasks with Date created, Date Last Modified, Date Started or Date Completed from required
time interval check “Range” radio button and set required period of time with the help of drop-down time
boxes.

Estimated T | equal Dh10m
= By Date

Date Range | Today+Emply dz »

Date Create | 08 - 16/02,/2008 »

Date Last M
Date Starte (O None
Date Comph || () Relative
= By Resource
) Drah
Owner #IDE
Assignment || () Range | 14/02/200% v | 1o (164022008 v
4 February b A 2008 »
M Tw T F 5 5
1 2 3
4 5 6B 7 8 910
11 1p 12 15 16 17
18[T420 21 22 23 24
20 26 27 28 29

Then click “Ok” and click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl + T” keys.

Setting filter by the ""Owner"" field

To filter tasks by the task owner (the person who created the task), select required resources from “Owner”
drop-down box on Filters panel, click “Ok” and click on “Apply Filter” button on Filters toolbar or press
“Shift + Ctrl + T” keys.

-/ By Resource

Chwnier w

Assignment

Department [] Admiiniztrator
Custom Fields | Backstreet boys
Ernst Meizwestny
[ Ivan Susanin
Iotifications [] Joe Black
Jaohn Doe
= e o | Kikorow
[ Klirkan

Talstay
[] tadonna
[] Paul McCartney
[] Ringa Star

I VDKN [ annceI]

Setting filter by the ""Assignment" field
To filter tasks by the task assignment (the person who the tasks are assigned to), select required resources
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from “Assignment” drop-down box on Filters panel, click “Ok” and click on “Apply Filter” button on
Filters toolbar or press “Shift + Ctrl + T” keys.

—| By Resource

Chner w
Assignment W
Department

Custom Fields ] Unassignment

[ Admiristratar
Backstrest boys
[] Emst Neizvestny
P [ Ivvan Susarin
e Rt Joe Black
[JJohn Doe

[ Kirkaray

[ Klinton

[] Lew Talstay

[] Madonna

] Paul McCartney
[] Ringo Star

dotifications

[ VDkD&J [annceI

9 Matifications

Setting filter by the ""Department field

To filter tasks by the employee’s department, select required departments from “Department” drop-down
box on Filters panel, click “Ok” and click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl
+ T” keys.

radie
]
Status w

Pricrity
Actual Time

: . Development
Estimated Ti ] Sales
=I By Date

Date Range

[rate Create

Dake Last M || 5how emply field:

Date Comple GiYes (Mo
=/ By Resource

Cwner

Assignment I V%Dk I [x Cancel]

Department b

Check “Yes’ radio button to view the tasks with empty “Department” fields or ‘No’ button vice versa.
Setting filter by the Custom fields

To filter tasks by custom field with “list” type, select required custom field in the list of Custom Fields on
Filters panel, select required custom field values, click “Ok™ and click on “Apply Filter” button on Filters
toolbar or press “Shift + Ctrl + T” keys.
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= Custom Fields

45 Created

Current Status
Tolao

Fact Time

47 Created

[[] 5elect Purchase Methad

Takal Position e [] Analyze Requisition List [ Create Tender Document

Qty

Tokal

Price

Daily Need
Delivery time
Safe Stock Lewe

Resource Assignmment

-

el e =

[ |administratar

R ENE I | Send Tender Invitations
[ Manage Drders [] Define Daily Meeds

[] Analyze Quatations

[ Make Payments

Check Invoices

[ 5elect Suppliers

[] Receipting Praducts Fec

] Accounting Products Rec

Show emphy field;

@es (O Mo

[ kaRJ | 3¢ Cancel |

=]

b= e = I e = e = I e = I = |

Check ‘Yes’ radio button to view the tasks with empty custom fields or ‘No’ button vice versa.

To filter tasks by custom field with “integer” and “string” type, select required custom field in the list of
Custom Fields on Filters panel, enter required custom field value in the entry field and click on “Apply
Filter” button on Filters toolbar or press “Shift + Ctrl + T” keys.

=l Custom Fields

Current Status hd
Toba w
| Fact Time 23

Tokal Position Cc

To filter tasks by custom field with “float”, “currency” or “duration” type, select required custom field in
the list of Custom Fields on Filters panel, select how you want the tasks to be filtered, from drop-down list,
click “Ok” and click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl + T” keys.

Total Position Cc

5
=

Sty b
Total
Price None b
Daily Meed None
1
Delivery time ; py X
Fis nok ernply;
Safe Stock Leve equal & Ok l [ 3 Cancel
not equal
Resource Assignment less
lezs or equal
@ w27 |greater
greater or equal
between

[T

Frme b rmmmb

To filter tasks by custom field with “date” or “date & time” type, select required custom field in the list of
Custom Fields on Filters panel.
To cancel filter by this field that was set earlier check “None” radio button.
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To display the tasks with required custom field relatively definite time or definite period of time check

“Relative” radio button and select required date or period of time from corresponding drop-down list.

To display the tasks with required custom field relatively exact date or to display all tasks except exact date
check “Date” radio button, select required field from “Equal” drop-down list and select required date in

corresponding drop-down box.

Delivery Terms

Payment Due D
Payment Date
Reardering painl
Approved

Resource Assignment

-

o ¥ e

[ |administratar

|:| tesk

) Mone
1 Relative

Date equal

{1 Range

Show emply date

w | |09/08/2007 w

ta

[ » Ok l [XCanCEI]

To display the tasks with custom field value from required time interval check “Range” radio button and
set required period of time with the help of drop-down time boxes.

Then click “Ok” and click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl + T” keys.

Tips:

e To save the filter click on “Save filter as” button

To clear the filter click on “Clear Filter” button or Ctrl+F9
To delete current filter click on “Delete filter preset” button

To automatically apply filter click on “Automatic Applying Filter” button
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4.1.21 How to export tasks

There are several ways to export Task List, Task Tree and Calendar views to MS Excel or HTML.
1. Select required view, select main menu commands [File | Export View To Excel...] or [File | Export
View To HTML...], enter export file name and path in “Export File Name” dialog.

@ VIP Task Manager Professional [ Use

- BEl=N view Tools Help

Change User. .. ce Lisk
Edit User Profile ﬂ' |
Archive mode |

Edit name of root task group

Export Wiew To Excel...
Export Wiew To HTML...

Irnpoart MPEML.

2. Right click on Task List, Task Tree or Calendar grid and select “Export View To Excel...” or “Export
View To HTML...” from drop-down list, enter export file name and path in “Export File Name” dialog.

E Info jin} Staktus W Complete Prio
[ oo Tkl
o New Task Ins + g 2
Make sure the | o Edit Task F4 2 || In Progres: | INSESNEN
Overview any | & Delete Task Fa 3| e Completed |EESRRRRSE
Identify al ’ : B
ey af o Duplicate Chrl4-D 4 | In Progres: 1%
Consult a finan 5| <! Completed | NMRREENN
‘Write project d g InProgress & S0 %% e
: € Change Stakus 4 —
Send project de & InProgress & 453 %%
Define areas be @ Increase Priority Shift+CkrH+-Up 9/ In Frogres: R0 % =
Diescribe what @5 Decrease Priority Shift-+CkrH-Crown D ] In Progres: | IS g
Specify respan; Filter P 1| InProgres:| B 30 %
Think who sho  Sorting P 2l InProgress O 25 % =)
Ensure eachte  pmgue to archive 3| InProgres:| [ 20 %
Farrn a group o 4| g | InProgress B 15 % e
Hald a rneeting 5| | InProgres: B 10% O
Make vour proj 6 g InProgres: || 5 % @
List all the activ 7|40 Created 0 %a
Sending taskis) by Email... - =
‘rite down deg ) Y
Prink taskis). ..
GI’DUD tasks under arrerent T T 1
Estimate how much time each 45 GUTTE G2 oe0 e
= k. Chrl+F
Identify activities that hawve to &= 17 - '
Prioritize planned activities kT':' Excel... )
Make a communication plan and | Export YiewTo HTML. . |
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4.1.22 How to set task changes notifications

The notifications of task changes are received by the owner of the task and the persons who are assigned to
this task.

To set task changes notifications for other employees use following steps:
1. Open “New Task” or "Edit Task" dialog
2. Select “Watch List” tab and check the resources who you want to receive the notifications about this
particular task changes
3. Click “Ok” button

Edit Task(#5)

k._?.' General | %@ Reminder 2 Resources 4 Attachments & Mote
= | o : - .
“5 Comments | © Watch List @ History i# Custom Fields

==
E[E
[mm|
oo

Lizt of supervizors
] |administrabor
[ |Backstreet boys
Errizt Meizvestny
[] |lvan Suzanin
[] |Joe Black

Flintar
[] |Lev Talstay
[1 |Madorna
[ |Paul McCartney
[] |Ringo Star

4 Ok ] IXEanceI]

Tip:
e If a task has “Draft” status, the notifications won’t be sent. In order that required resources receive
notifications change task status from “Draft” to “Created”.
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4.1.23.How to import tasks

If you want to use VIP Team To Do List database, use following steps:

1. Export task list from VIP Team To Do List software by using main menu command [File ->
Export->Export To VPXML...]. Enter database name and path in “Enter a file for the export
operation” dialog

2. Import task list into VIP Task Manager software product by using main menu command [File ->
Import VPXML...]. Find required file via “Open” dialog.

@ VIP Task Manager Professional

- Q=N View Tools Help
Change User, ., !
Edit: User Profile

Archive mode |

Edit name of root kask group

| Export Wiew To Excel...
Expork Wiew To HTML...

EEN

Impaort From Outloak..

E

= Prink. .. Chrl+P
= Print Preview,..  Shift+Ctrl+P

Exit

4

Open EJ!‘

Lok in: | (3 ¥IP Team To Do List | & Bk E
N @Data
I_}.é’ IDsk

tdy Recent [C)Help
Documents )s0und

?T wip_export_File,w rﬁml
Desktop Type: YPXML File
Date Modfied: 10/09/2007 13:55
2 Size: 55.8 KB

by Documents

-

My Computer

<

File name: |\-'i|3_8:-:|:lDlt_fi|E ﬂ Open |
My Metwork,  Files of type: |V|F' TaDo Line ML vpsml] j Cancel

Pl
o ™ Open as read-only
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4.1.24 How to print out tasks

There are several ways to print out Task List, Task Tree and Calendar views.
1. Select required view, select main menu command [File -> Print...], enter print settings in “Print”

dialog and click on “Print” button.

# VIP Task Manager Professional
: Wieww Tools Help

Change User... (

Edit: User Profile

Archive mode |

Edit name of rook task group

A Expoart Miew To Excel. ..

Export Wiew Ta HTML...

Import YPEML. .

Import From Outlook, .

Ckrl+P
Shift+Ckr+P

erint... o
. Fh,

= Prink Pres

I

Exit

Printer
[dame: |§ Viwinserver\3amsung ML-1710 Series j Properties. ..
Status: Ready Metwark. ..
Type: Samsung ML-1710 Series
Where: USEOO1L
Carmrmenk:
[~ Print ta File J
Page range Copies
o Al Mumber of Pages: all -
" Current Page Number of Copies: |1l =
" Pages: 11 [~ Collate Copies
Enter page number and/or page ranges
separated by commas, For example: 1,3,5-12. . 1 ) z 3 3
Page Setup... | Prewiew... Zancel |

| Prink l: |

2. Right click on Task List, Task Tree or Calendar grid and select “Print...” from drop-down list, enter
print settings in “Print” dialog and click on “Print” button.

Mame Info o]
o MNew Task Ins

Make sul o Edit Task Fe |
DWErYIEl @ Delete Task F3 |
Identify

Duplicate Chrl+D L
Consult |
Wirite pri
Send pre & | Change Status >
Define a @ Increase Priority Shift+Ckrl-+Hp
Describe @= Decrease Priority  Shift+Ckri+-Down |
Specifyr Filter .
Think wh Sorking vl
SETEG Maove ko archive |
Farmadg
Hold am ~ I
Make va| - I
List all tF |
T Sending task(s) by Email... I

:park/Printing

Group EaSRERE

Estimake hiow much time each

Prioritize planned activities

Identify activities that have to

Make a communication plan and

= Prink Preview. ..

W

Skatus

AL RETRERE AL NN - IR

Print taskis). ..

w Complete

In Progres: | Sase s
Completed | FESIRRSE
1%

npleted

In Progres:
Completed | FEIRRaE |
In Progress © 50 %
In Progress | 45 %
In Progres: |80 %
In Progres: |35 %
In Progres: | 30 9%
In Progres: | 25 9%
In Progres: |8 20 9%

InProgres: B8 15 9%

InProgres: || 10 9%
In Progres: |} 5%

' Created 0%
Shift-+Ckrl+HP

Export Wiew Tao Excel. ..

Expork Wiew To HTML...
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3. Press “Ctrl + P” keys.

To print selected task(s) follow the steps below:

1. Right click on Task List, Task Tree or Calendar grid and select “Print task(s)...” from drop-down list

Staktus W Complete

mq M Complets
=M Completed
& Mew Task - I

Send projec € Change Status

Define arez g~ Increase Priority Shift+Ctr+-p
Describe wh gz Decrease Priority  Shift+Chrl4+-Down

specify res|

Filter
Think who = Sorting
Ensure eac
Maove ko archive
Farrn a grol
Hold a meel =
Malg wour | ~
List all the £ *
Write down Sending taskis) by Email...

Group tasks Export/Prinking

Estimate how much time each
Identify activities that have ko =

Priotitize planned activities

Make a communication plan and |

Mame Info 1D
Ins #
Make sure t
o Edit Task F4 L
o 5
verview 3 & Delete Task F&
Idenkify all
Duplicate Chel+D
Consult a fi
‘Write praoje

L = Y I .y [ I o % I %

Y ¥ (Y V[V ¥ ¥ v % % (¥ ¢ ¥

10
11
12
13
14
15
16

17| 4

In Progres: | sy
Completed B RBaE
In Pragres: 1%,
Completed B iBRSE
InPragres: = S0 %

In Progres: 0 %
In Progres: 85 %
In Progres: B0 30 %
InProgres: 000 25 %

20 %

I

I

I

I

|

InProgres: = 45 % I
i

i

I

i

In Progres |
i

i

10 %

< | -
InProgres: |08 15%
In Progres: |

H |

In Progres 5% )

Created 0 % |

=
=i

Export Wiew Ta Excel...

L 1
Print Preview.., Shift+Crl+P |
Print. .. ChHP |

Expart Wiew To HTML..,

2. Select data sections that should be printed with the task in "Data sections:" box

General — task name, priority, task group this
task belongs to, Estimated & Actual Time,
Workflow, Status, Complete, Due Date, Start &
Finish Date

Assignments — the names of resources selected
task is assigned to

Attachments - the types, names and
descriptions of attachments of selected task
Notes — notes of selected task

Comments — comments of selected task
History — a history of task changes

Custom fields — names and values of custom
fields selected task has

Report options [5_(|

) EE| (OO0
[ata sectiohs: EE| |00

General 2=1V] Comments
f—. [] Assignments g'._ Higtory
{I:I FI @ Cuztom fields

Q%Notes

(%) RTF format
3 HTHL farmat

[E, Bwild repurtl ’ ¥ Cloze ]

Attachments
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3. Set "RTF format" radio button

Report options

Data sections:

3
EE| (OO0

u,_;!.l General

2 [ Assignments

,‘%—5 Comments
@[] History

Attachments @ Custarn fields
&[] Motes
e
CHTML farmat
’E Build repart ] ’ 3 Cloze ]

4. Click "Build report™ button

You can preview Task List, Task Tree and Calendar views, create your own print design using several

ways:

Report options

[ ata sections:

&
=E| |30

'b_l' Eeneral “lf_-E Comments

2 [ Assignments @[] History
Altachments @ Custarn fields

&[] Motes

(%) RTF farmat

) HTHL farmat

| Buidreport [} 3 Cloze
= s

1. Select required view, select main menu command [File -> Print...], click on “Preview...” button in

“Print” dialog.
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= Print
Printer
Marne: |E VwinserveriSamsung ML-1710 Series j Properties. ..
Status: Ready Metwork, ..
Type: Samsung ML-1710 Series
Where:  USEO0L
Comment:
[~ Print ko File =]
Page range Caopies
& al Mumber of Pages: all -
" Current Page Mumber of Copies: =
" Pages: |1'1 [ Collake Copies
Enter page number and/or page ranges
separated by commas, For example: 1,3,5-12, ) 1 " 2 . 3
Page Setup... ' Print | Cancel |

2. Select required view and select main menu command [File -> Print Preview...].

% VIP Task Manager Professional

E Wiew Tools Help
T Zhange User, ., |

Edit User Prafile

Archive mode

Edit name of root task group

- Export Wiew To Excel...
Expork Yiew To HTML. ..

Impork MPEML. ..

Import From Qutlook. ..

Exit

3. Press “Shift + Ctrl + P” keys.
4. Right click on Task List, Task Tree or Calendar grid and select “Print Preview...” from drop-down
list.
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wElop @ DUsine e b

Make sure the |
Orveryiew any k
Identify all con
Consult a finar
Wike project dr
Send project de
Define areas be
Describe what ¢
Specify respon:
Think whe shou
Ensure each ke
Form a group o

Hold a meeting

Wrike down def

aroup kasks ure

& Mew Task
oo Edit Task
& Delete Task

Duplicate

@/ Change Status

@ Increasze Priority

@z Decrease Priority

Filter
arting

Move ko archive

Make wour proj -

List all the activ *

Chr+D

Shift+Crl+Up
Shift+HCEF+Dotn

Sending taskis) by Email. ..

ExpartPrinking

o

T

Complete Priai

IEEE. ™ |

[
In Progres: | [INEEEEN |

[

~ Completed | FESERRSE I
= In Progres: 1% |
. Completed |NNNEEEEN B
= InProgres: & S0 % el
= InProgres: & 45 % |
= In Progres: R0 < O |
= InProgres: BEs 9% G |
B In Progres: | 30 %% |
= InProgres: | B 25 % el
= InProgres: [0 20 % I
[ InProgres: B 15 % OI
= InProgres: | 10% O |
B In Progres: ||| 5% @ |
0 Created 0% =1

e Comnlered [
Prink kask{s),.. |

Estimate how much time each

- 2 |
Identify activities that hawve to &= o (= Brink.. = Chrl+P |
Prioritize planned activities 2 Expott Wiew To Excel,.. !
Make a comrmunication plan and 4 2 Export Wiew To HTML. .. |

How to work with Print Preview Window
To create your own print design, open Print Preview window and use following steps.
1. Open “Format Report” dialog by using main menu command [File -> Design...], “Design Report”
button on Print Preview toolbar, right click on the page or “Ctrl + D” keys

% Print Preview

IS wiew Format  Go

& Design.., g Ctrl4+D g gtatt
g k = ; B | 5= Design... B
Retuid  Ctrl+FS Ei Print Preview L —
Hie
& Load... cwko LM T File View Format Go Page Setup. .. -
B o EBS Fit bo Page |
OR @M= +sw @asn m w:0R
| .
& save... Chrl+5 - Zoom
Marqins  Left: 12,7mm  Top: 12,7 mr I
Ehrrint.. P -
Page Setup... | _______
= Next Page FgDn
Optians. .. = Last Page End
Close

2. In “Format Report” dialog on “View” tab check corresponding option if you want to display the
report with column headers, footers, group footers or expand buttons. Preview the settings in
Preview window at the right part of “Format Report” dialog or click on “Apply” button to see the
full screen preview.
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&5 Format Report

Wiew lBehaviors] Formatting ] Skyles ] Preview ] Cards ] Charts ]

Shiow lirggm
| Caption [l Mamfactover Data Car Data :
Hame |Log\:' Modsl | SUV
EMW i X5 4.8
(ermany
w Expand Button: Ford Excursion
" e Tnited States
On Every Page e 5 ot
Iw Caption r"‘l: i o 0
%?E - (ermany
¥ Headers g r— pe— e
L -~ROVER
Iv Footers
[ Filter Bar nited Kingdom
k Count = 4 )

Title Properties. .. @ | Cancel |t Apply ’

3. In “Format Report” dialog on “Behaviours” tab check corresponding option if you want to print
only selected task, expand all groups or set report size equal to visible print region (alternatively
right click on the page and select “Fit To Page” from drop-down list or select main menu command
[Format->Fit To Page] ). Preview the settings in Preview window at the right part of “Format
Report” dialog or click on “Apply” button to see the full screen preview.

&5 Format Report

yiew  Behaviors ]Formatting ] Stvles ] Preview ] Cards ] Charts ]

Selection fre_
. lv Process Selectmn _Caxs | \
[ Process Exact Selection Mamifactorer Data Car Data
Wame |Logn Model | UV
EMW @ 5435
i Germany
Ford E i
o \@} JECUTSI0N
i TUnited States
Andi = S8 Craattra
5 g, D
i Germany
Land Fower 4 a 7 Challenge
| United Kingdom
- J

Title Properties. .. (o4 [:‘ | Close | Apply

4. In “Format Report” dialog on “Formatting” tab check corresponding option if you want to print one
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group per page or select required style from “Look and Feel” drop-down list if you want to change
it. Preview the settings in Preview window at the right part of “Format Report” dialog or click on
“Apply” button to see the full screen preview.

&5 Format Report

Wiew ] Behaviors  Formatting ]Stvles ] Preview ] Cards ] Charts ]
Look and Feel P;fﬂc \

Cars |
UlkraFlat 5
Marmfactorer Data Car Data

Wame |Logn Model | UV

Refinements

EElLEE] ™ Iransparent Graphics P @ el iy
EE] ==

— [ Display Graphic As Text 3

14 Germany
I Flat CheckMarks Ford \@. . Exoursion
[ Suppress Background Textures : United States
[~ Consume Selection Style Aodi "“: T 38 Cuattro 0
Pagination T Germany

Iv B Topl

Land Raver e |34 Challenge

United Eingdom

B

Title Properties. .. (o4 | Cancel |

5. In “Format Report” dialog on “Styles” tab check “Use Native Styles” option if you want to change
report style, select required object from corresponding list and select its Font, Colour and Texture
using corresponding buttons. Return to its default settings or save new style using “Restore
Default” and “Save As...” buttons correspondingly. Preview the settings in Preview window at the
right part of “Format Report” dialog or click on “Apply” button to see the full screen preview.

% Format Report &|

View ] Behaviors] Formatting  Styles ]Preview ] Cards ] Charts ]

o
IIse Mative Style resigy *

c
dHeader 1 8 pt. Tm Fant. t = |
_aption 2yt Tim || Mamifactarer Data Car Data
_ard Caption Row 2 pt. Tim Colar... 1 2tme |L0g\:| Model | SV
[Card Row Caption 2 pt. Tim - : W5 & 0
Conkent 5 pt. Tim Texture... @ '
Conkent Even Rows 8 pt. Tim Tl =
Content Odd Rows 8 pt. Tim | i _
Filker Bar 8 pt. Tim Ford Excursion
allla] 2 pt. Tim 1 MTnited States
eader 2 pt. Tim Andi 28 Cuattro
reEview o pt. Tim Gﬁfﬁ) D
i —
Land Fower - 54 Challengs
Restore Defaults | Save fis.., | | -n
Style Sheets _ United Emgdom
| B
ew.._| | | | )

Title Properties. .. oS | Close |
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6. In “Format Report” dialog on “Preview” tab check “Visible” option if you want to print task notes,
and “Auto Height” option to set line auto height. Preview the settings in Preview window at the
right part of “Format Report” dialog or click on “Apply” button to see the full screen preview.

&5 Format Report

Wiew ] Behaviors] Farmakting ] Stvles  Preview ]Cards ] Charts ]

b Prevj
Options o .
- 5 e | A

Marmfactorer Data Car Data
5 — Wame |Logn Model | UV

BN : 5485
&

| Germany

Ford \@} Exoursion
i Tuted States

i GooD S8 Crasttrs 0
=

Land Fower 7 Challenge
| United Kingdom

Title Properties. .. (o4 Close | € Apply b
L

7. In “Format Report” dialog check “Title Properties” button or use main menu command [Format ->
Title...] if you want to name the report, in “Report Title” dialog select whether your title will be on
each page or only on first one from “Mode” drop-down list, on “Text” tab enter required title, on
“Properties” tab set title colour, font and alignment.

Options El

General ]

Shiows Zoom Paramekers

[~ Zoom on roll with InteliMouse

-
Hh
v Matgins Hints Zoom Step: 10 % _|:|
v Margins Hints While Dragging
Measurement Lnits: Margins Color:
|DeFault ﬂ | Ml ko j

OF | Cancel |

4
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Report Title @
Mode: ﬁn Every Top Page "j'
G oy
[ Transparent
Colors | J
T
Font. .. |14 pt. Times Mew Roman [Bold]
[~ adjust on Scale
Alignment
Harizontally: = Center | Wertically: % Center -

8. Click “Ok”

Restare Defaults

QK

Cancel ‘
To set up page properties open Print Preview window and use following steps:

K Print Preview

=N views Format  Go
@Design...

1. Open “Page Setup” dialog by using main menu command [File -> Page Setup], “Page Setup” button on
Print Preview toolbar or right click on the page and select “Page Setup” from drop-down list
Ctrl+D
Rebuild

[T T~ [-
i % y Marne: -
Chrl+FS K& Print Preview e %% Design... Ctrl+D
E Load... I Gl Tc File ‘iew Format Go -:,_p,_,r,:haE :
Zu @ Pun
OR #z-m & m OR o
|
- Zoom 4
i save... Ba Margins  Left: 12.7mm  Top: o
: He
Options. ..
2
button if you are ready to print.

In “Page Setup” dialog on “Page” tab select required paper style, dimension, orientation, page source,
print order and check corresponding option if you want to print using grey shading. Click on “Print”
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0N Page Setup [")_(|
Page ]Margins ] Header\Footer ] Scaling ]
Paper Orientation
Type
@ Leqgal
) {* Portrait
@ Executive
[E)ne
@ Az [ (" Landscape
[E]nses
@ Faolio
E=dMo, 10 Ervv, v
Dimension Prink Order
Width: 215.80mm = By 2EE " Down, then over
Height: 215.90mm = EEF "= {* Owver, then down
Paper source Shading
|@.ﬁ.uto Select j [ Prink using gray shading
Print. .. o4 Zancel |
147

3. In “Page Setup” dialog on “Margins” tab enter required margins’ values, check corresponding option to
centre margins horizontally or vertically on page. To return to margins default values click on “Restore
Original” button. Click on “Print” button if you are ready to print.

Page  Margins lﬂeader'l,Footer ] §caling]

Prewview
Top: |12-?Umm j i
Bakkom: m
Left: m
Right: 12,70 mm A;I
Header: ,m
Footer: £.35 mm A;I

| Restare Original

Center on page

[ wertically

_______________________________________

_______________________________________

Prink. .. OF :{ | Cancel |

4. In “Page Setup” dialog on “Header/Footer” tab enter left, center and right header and footer titles or
select predefined information from “Predefined Functions” box, set headers’ and footers’ font,
background, vertical alignment. Click on “Print” button if you are ready to print.
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LN Page Setup E|

Page | Margins Header\Footer Igcaling]

Header

Fortt. .. |8 pt. Tahama Background  [Ma Fill] - |

Header Title right

Header title left Header title center

Fooker

Fonk.. | [&pt. Tahoms Background  [Ma Fill] -

Footer title center Faoter title right|

Fooker title left

wertical Alignment Predefined Functions

T s meoBEDAHEH

[~ Reverse on even pages

Print. .. o4 % | Zancel |

5. In “Page Setup” dialog on “Scaling” tab enter percentage page scale of normal size by checking
“Adjust To” radio button and selecting required value in corresponding entry field with the help of
up-down buttons. To divide your task list into required amount of pages lengthways and in width check
“Fit To” radio button and enter required values in corresponding entry fields using up-down buttons.
Click on “Print” button if you are ready to print

BN Page Setup

Page ] Margins I Header|Footer  Scaling ]

" Adjust To:

100

=1 % normal size

10 =i pagels) wide by 10 = Lall

Print. .. o4 | Zancel |

You can display thumbnails in the left part of Print Preview Window using “Show Thumbnails” button on
Print Preview toolbar, main menu command [View -> Thumbnails] or “Ctrl + U” keys.
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If you want to adjust the page to print visible region click on “Shrink to Page” button on Print Preview
toolbar.

Using “Background” button on Print Preview toolbar, main menu command [Format -> Background...] or
“Ctrl + K” keys you can change page background colour.

Change the scale of your pages with the help of “Zoom 100%”, “Zoom Page Width” buttons, “Zoom”
drop-down list on Print Preview toolbar or “Ctrl + \”, “Ctrl + 0” keys correspondingly. You can also
display one, two, four or multiple pages on the screen using “Whole Page”, “Two0 Pages”, “Four Pages”,
“Multiple Pages” buttons on Print Preview toolbar or “Ctrl + 17, “Ctrl + 27, “Ctrl + 4” keys
correspondingly. The same options are available if you right click on the page and select “Zoom”
drop-down list.

Left click on the page allows to decrease its scale from 100% to 50% and vice versa.
“Widen to source width”, “Ctrl + W” or corresponding field of “Zoom” drop-down list in right click
contextual menu allow to adjust the scale to your screen to display the whole pages.

To go to the first (last) or previous (next) page use corresponding buttons on Print Preview toolbar or
“Home” (“End”) and “Page Down” (“Page Up”) keys or select required page number in “Active Page”
field on Print Preview toolbar using up-down buttons. The same actions are available via “Go” main menu.

Flo View Fomst Go

@s-0 680 @ B ETOMLBE o HCE

Margns  Left: 127mm  Topu 12.7 men Right: xérn-n Boktoe 12.7 o Header) 6.4mm Footer: 6.9
T

If you don’t need margins on your page, go to main menu command [File -> Options...] and uncheck
“Margins” checkbox or use [View -> Margins] main menu command.

K= Print Preview

F=9 Yiew Formak Go

Qplions
48 Design...  CtrHD = Gererd |
Rebuild Chrl+FS ! Shiow 20D Parametars
E,,r Load —— _,? T Top: / ™ 2omom o ol with Ink=liowse
[— F- Margirs Hnks + Foom Sheq: 10 %
|~ W Margre Hnes whiks Cragging
E Save... Chrl+5
i Miaasrament Unks: Margrs Calar:
% Prink. .. Chrl+-P Defauk Bl |- dto j
Page Setup. ..
- ID
Bl Assigne o Cancel |

Close z

| z

OR
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E: Print Preview

v Flat Tu:u:uIEiaruE!uttu:uns

Large ToolBar Buttons

v [Margins Bar

Save your report using main menu command [File -> Save...]. If you want to load already existing report,
select main menu command [File -> Load...]

To print the report use main menu command [File -> Print...] or “Ctrl + P” keys

K- Print Preview

View Format Go

%@-Design... Ctrl+D P% o

Febuild Chel+FS

17
B Load...  chl+o BT

E Save... Ckrl+5

Opkions... 1

Close Print Preview Window using main menu command [File -> Close].




VIP Task Manager Pro User Manual 198

4.1.25How to create new task workflow

To create new task workflow use the following steps:
1. Select main menu command [Tools -> Custom workflow...].

© File Wiew BEEEN Help
Task: List |l Custom Fields. .. - List

gn - L

“%, Options... -
@ Task Groops o TasE ST vIER =]

2. Click on “New workflow” button on “Edit Workflow” dialog toolbar

¥ Edit Workflow

@t Saa

Tt workﬂnwl

Hame otiv. Hame  plete rel omplel otificatic <ML stz Color Image
Diaft [ i More ([ 3¢

Createc 0% |0On Create: | [N

In Prog 1%-90n Open [N -
Cancel|[] On Cancell I
Comple 100% | On 0k I -
Werifiec| [ ] On None I &

3. Enter new workflow name in “New workflow” dialog. Check “Active” option if you want your
workflow to be active and click “Ok”.

MName
Default

ohiv. Hame  plete rel omplel otificatic <ML stz Color Image

Diaft ] Off More | 3¢

Createc 0% |0On Createc |

el_in P 24! Open |HIM =

MNew workflow Cancell| I
o mm .

Marme: |M_l,l workflow| | None | o

Active

| VDkN | 3¢ Cancel |

4. Click on “New Status” button on “Edit workflow” dialog toolbar or press “Ins” key.
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W Edit Workflow

ﬁ-.k&ﬁ@@bmﬁﬂ-

Mew Skatus (Ins)I —
Hame F'.'CUVE_NEI'I'ITE_tDmD|BtE related Complete Motification | WP=ML statug  Color Image
Drefault

i ok o

5. In “Create Status” dialog enter new status name and check “Complete” option if you want to connect
task status with % of task completion.
To connect strong % value with this status check “Strong value” radio button and select required value
from corresponding entry field using up-down buttons or keyboard. To connect the range of percentages
with this status select “Range” radio button and required percentage range from corresponding fields.

To set a font colour for this status select required colour from corresponding drop-down list or find it in

“Color” drop-down box.
To set font image for this status (.BMP 16x16 pixels) right click or double click on “Image” box and find

required image file.

In case you import a database from VIP Team To Do List you can associate the Status with the one from
VPXML Status list by selecting required VPXML status from corresponding drop-down list.

To turn on the notification mode for this status select “On” from corresponding drop-down list, or “Off”

vice versa.
Assign ID number for this status using “Value” entry field and up-down buttons.
Check “Active” option if you want your status to be active and click “Ok”.

Create Status

Mame: |\A-"ritten |

Complete

(%) Strong value:
{1 Range: | | - | |

Bimkit click an
Calar; Image:
WML Statuz | Created

Motification: | On m

[#] Active [ w Ok ] l ¥ Cancel l

To edit status select it and click on “Edit Status” button on “Edit Workflow” dialog toolbar or press “F4”
key.
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% Edit Workflow X
b = =
S| 1§ @w t 1
Mame %mpleterelated Eomplete Matification = WML status | Calor Image
Drefault Py statu| [

rdy waark v

To delete status select it and click on “Delete Status” button on “Edit Workflow” dialog toolbar or press
“Del” key.

W Edit Workflow

IR ew@ﬁ@

MHarne Active Delete Status (Del) ted Complete Notlhcatlnn WHRhL statug | Color Image
Drefault bn ztaty Created

bl vawoark o

To move status select it and click on “Status Move Up” / “Status Move Down” buttons on “Edit
Workflow” dialog toolbar or press “Ctrl + Up”/”Ctrl + Down” keys.

% Edit Workflow X
141 ) dEad
Mame Active | Mame Status HovSiln (CtrI+Up) |’e Matification = WML status | Calor Image
Default My statu 1%-99% |On Created | ]
b vk o Halfdane : Created

The order of statuses that is set in “Edit Workflow” dialog will stay the same in “Status” drop-down list on

“New Task” and “Edit Task” dialogs and in right click contextual menu of Task List, Task Tree and
Calendar grids.

To edit workflow name select it and click on “Edit Workflow” button on “Edit Workflow” dialog toolbar.
@ Edit Workflow 3
& 11 | dddl 11

——— Edit warkflow | : =
— T — Setive  Mame | mplete rela’ Complete Yotificatior =ML stabe  Color

Image = Walue

Diefault Approved | 1% -99% On |Created | DI 0
P ok flow H
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To delete workflow select it and click on “Delete Workflow” button on “Edit Workflow” dialog toolbar.

@ Edit Workflow 3
E GANICE LIRS
DeletewnrkfIDWJ p
Active  Mame | Complete related Complete . Motification | WPsML gtatus © Color Image

Diefault Halfdane L5114 On Created ]
Fy ol Flows My statu 1%-99% |On Created | ]
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4.1.26.How to create a new task custom field

Custom field of the task may have one of the following types:
- Integer
String
Date
Time
Date & Time
List
Currency
Float
Duration

To create a new task custom field use following steps:
1. Select main menu command [Tools -> Custom fields...].

. File  Wiew SRS

Task Lisk T e Lis

| Cust KFlow. ..

HE Ry uskam warkflow E-
., Cptions. ..

2. Click on “New” button on “Edit custom fields” dialog toolbar or press “Ins” key.

0 Edit custom fields

@k 1IN

[ Mew (Ins) |ite Code Tupe Fiequired = Filtering Grouping Active

3. In “Edit Custom Field” dialog enter field title, code and select its type from “Type” drop-down list. By
default custom field’s code will contain “cf ” prefix and custom field title, for example custom field *
Total’ will have “cf Total” code. Code is a unique identifier that is required for further calls to this
custom field.
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Be careful while assigning custom field type. After you click “Ok” you won’t be able to change it.

v @ 11
Title Code Type Required Filtering Grouping Active
Edit Custom Field X]
Title: [w] Allows grouping
Code: [w] &llows filkering
= ¥ Cancel
Type Required
1§ Integer
| String
Date
Tirme
DatetTime
List
Currenc_l,l
[ Dets "‘FE‘- et il Format:
[v] Arctive [ w Ok l [ b4 Cancell

There are two ways of filling task custom field: its value can be entered by user and alternatively it can be
calculated by some other task attributes and fields that were defined and assigned earlier. If custom field is
calculated automatically, it can’t be entered by user and vice versa.

How to programme formula
Formula is described in “Formula” entry field. Variables and functions that are used in formula must

begin with “$” symbol. Formula may include adding, subtraction, multiplication,

exponentiation, type conversion functions and “if” statement.

Following table contains the operations that are available in formula:

Operation Description

+ Summation

- Difference

* Multiplication

/ Division

A Exponentiation

and The result of this operation is true if both operands are true

or The result of this operation is true if at least one of the operands is
true

= Equal

< Less

division,
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<= Less or equal
> Greater
>= Greater or equal

Examples:

If you want to programme 25° expression you should write 25"3.
The result of the expression (25+10>30) or (5*3<15) is true.
The result of the expression (45/9>6) and (12-3=9) is false.

While carrying out any arithmetic operations, pay attention to their types and the type of obtained result.
For example you can’t multiply two variables one of which has “date” type and other is integer. Or it’s
impossible to assign float variable to the field with “time” type. All formula’s elements must have the
same type.

There are special functions to convert the variable of one type to another:

Function Description

Tolnteger | Convert any type variable to integer

ToFloat [Convert any type variable to real number

ToDate Convert any type variable to date format

ToTime | Convert any type variable to time format

ToDateTime JConvert any type variable to date & time format

ToString | Convert any type variable to string

If the argument of the function can’t be converted to required type, the result of this function work will
be undefined or user will receive error message.

Note: When string variable is used in formula, it should be written in double quotes.
For example, if you want to sum up integer 41 and string “12”, you need to write 41+Tolnteger(“12”).

The syntax of “if” statement is following:
iif(parameterl, parameter2, parameter3)

parameterl is any logical expression which result can be only true or false;

parameter2 is the value, formula or logical expression that will be assigned to this custom field if first
parameter is true;

parameter3 is the value, formula or logical expression that will be assigned to this custom field if first
parameter returns false.

Types of the second and third parameters must be the same as current custom field type.




VIP Task Manager Pro User Manual 205

£l

Edit Custom Field

Code:  |cf_total Allawy filtering

Type:

Formula:

o 8
1 diif{§cf_cquantity>0, scf_cuantity *
=¢ fcf_price, 0)

Additional params:

[w] Active ’ & Ok ¥ [ # Cancel ]

Enter custom field default value in accordance with its type into “Default value” field.

Edit Custom Field

Title: ||:|rice |

Code: |c:f_plic:e | Allow filkering
Type: | | Required
Formnula:

1

Additional params:

Default wvalue: Displa_l.J format; { #0.00 USD i

[w] Active ’ o Ok N [ # Cancel ]

You can set format for custom field values and their unit by using “Display format” field. For example, if
you want to display custom field value to three decimal digits and its unit is USD, you should enter
#0.000 USD. Custom field value will have only one decimal digit and EUR unit if display format is #0.0
EUR.

Check corresponding options if you want this field to be filtered, grouped, active or necessary while
creating a task and click “Ok”.

To edit custom field select it and click on “Edit” button on “Edit custom fields” dialog toolbar or press
“F4” key.
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& Edit custom fields

w@m It

Edit ':F4 Code Tupe Fequired  Filtering = Grouping  Active
Cluantity cf_guantity Integer
total cf_tokal Float
tirmedelivery cf_timedelivery Time |:| |:|

| wok | [ % cancel |

To delete custom field select it and click on “Delete” button on “Edit custom fields” dialog toolbar or
press “Del” key.

% Edit custom fields

fm@ﬁﬁ

Delete (Del) Code Tupe Required  Filtering = Grouping  Active
(uantity cf_quantity Integer
tatal cf_total Float |
timedelvery cf_timedelvery Time D |
[ w Ok l ’ 3 Cancel l

To move custom field select it and click on “Move Up” / “Move Down” buttons on “Edit custom fields”
dialog toolbar.

# Edit custom fields

a;';n o @3@

Title Move Do | Code Type Required  Filtering | Grouping Active
Quantity cf_guantity Integel
total cf_total Float F [v]
timedelivery cf_timedelivery Time |:| L

| w0k | [ X Cancel |
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4.1.27 How to enter custom field values of the task

To enter custom field values of the task use following steps:
1. Open “New Task” or “Edit Task” dialog
2. Select Custom Fields tab
3. Enter required values by using the keyboard or up-down buttons or select custom field values from
predefined drop-down list according to the type of the custom field
4. Click ‘Ok’

Edit Task(#132)

i) Gereral | %7 Reminder 2 Resources 4 Attachments & Mate
2= Caomments 2% wfatch List ), Histary & Custom Fields
Custam fields:

Type Supplier I

4 Ok ] [xtancell

Tips:

e To display custom field values of the task under the task in Task List or Task Tree grid click on
“Preview Mode” button on Task List or Task Tree toolbar and select “Custom fields info” from
drop-down list

e To hide custom field values of the task from Task List or Task Tree grid click on “Preview Mode”
button on Task List or Task Tree toolbar and select “None’ from drop-down list

. File  Wiew B

Task Lisk | T. Cuskom fiE:Iu:I... h ke Lis
€ Zusk

@ T @ ustam workflow 1

. Opkions...
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4.1.28 How to place the task to archive and return it back

In archive mode you can’t make any changes with the tasks.

To place task to archive use following steps:
1. Right click on required task on Task List, Task Tree or Calendar grids
2. Select “Move to archive” from drop-down list

=g |Quotations
=@ | Quotation 1

D Info N Status @8] Complet ok G New Task s o
n ame atus omple E-a o
‘ e Quotat!on ‘@™ Mew Group Ctrl+G
oﬂ. Mew Task Ins W i [+ e dQuotatlnn 1 o0 Edit 4
i * g Crders r

@ Edi Task F4 @ |Orde &3 Delete -

@ Delete Task F8 #-@" |Invokces
g | Invaice 1 Duplicate Ctrl+D

Duplicate Ctr+D # g | Invoice 2 Insert copy of task group...

* g | Invoice 3
=g |Payments

< Change Status .
g Payment 1 @ Change Status »

@ Increase Priority Shift+Ctrl+Up ¥ e Payment 2

8 - Decrease Priority  Shift+Clrl4+Down R B8 [Payment 3 o Increase Priority Shift+Ctrl+Up

o= Decrease Priority  Shift+Ctrl4+-Down

(1N

i@ |Requisition List:
+ @ RL1 Filter 3

Filter
Sorting »

| B [ @ |RLZ Sorting 4
| a0 b ;5 -

, Move to archive S g Reordering
I = 1 4 W = Maove to archive

=g |Purchasing Plar /
+-@ By Supplier 5 . Expand All
OR
09 ™ 9 Discuss the plan
a0 o New Task Ins »
10 oo (5 Edit Task F4
a0 &; Delete Task Fg [
11 0o | Duplicate Ctrl+D
30 | up recurrence tas
oo =
12 @  Change Status G
30
13 00 | @ Increase Priority Shift-+Ctrl+Up
an ©= Decrease Priority  Shift+Ctrl+-Down
MM+ = ¢ Fifer .
‘ Move to archive h
e ot roint |

After that selected task will disappear from your Task List.
To return it from archive use following steps:
1. Select main menu command [File -> Archive mode]
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# VIP Task Ma nager, Professional [ Use

(WE[EN view Tools Help

|1 ChangeUser... ce Lisk
: Edit User Profile 3
Edit name of rDDEgask rou )
f group B
Expart View To Excel,..
|- Export Yiew To HTML... -|

2. Right click on required task on Task List, Task Tree or Calendar grids
3. Select “Restore from archive” from drop-down list

Marme 1D Info
=g ‘Purchasing
= e |Quntation5

Drag a column header here to group by that column

=g |Quatation 1

Duplicate

Duplicate

OR

Filter Filker v

6 Discuss the plan

Restare From archive S

Prink kask(s)...
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4.1.29 How to duplicate the task

There are two ways to duplicate the task:

1. Right click on required task on Task List, Task Tree or Calendar grid and select “Duplicate” from

drop-down list

i
o1 sl

2
Zall the mana

oy Edit Task
Aktend khe

o Delete Task

Duplicate

@ Change Status

2. Select required task and press “Ctrl + G” keys

o R TR e R e
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4.1.30.How to create links to the tasks from other applications

To place links to the tasks in other applications use following steps:

1. Open the application where you want to create a link, e.g. Microsoft Word, Excel, Outlook or other
mail client

2. In the place where you want to insert the link create a hyperlink that has following form:
viptm:tid=<task ID>, e.g. viptm:tid=10

@ Edit Mail Message -> john@yahoo.com

f&f Fm_Urllink

Message Edit Search Eormat  Ukilities  Spell Checker  Pri
Text |viptm:tiu:|=1[l |
LI T-IUIELL Y |
]nhn@yahnn com Link name | |
oo |
- T 83 % Cancel
Subject: Atkention
: i i A
- Style ~ Courier Mew 9 M| B I U |4 TrEarralline
Hi, John!
Pleaze, pay attention to thiz task . It sho
Joe.
E = =/ =" English  Stream @ Dol Karen HTML only
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4.1.31.How to make graphic reports on the tasks

To make graphic report on the tasks use following steps:
1. Goto Task List or Calendar view and set filter to display required tasks
2. Group the tasks by required fields
3. Go to “Charts” panel
4. Select required fields for the diagrams from the corresponding drop-down lists on Charts toolbar
Charts

o — = -:Cu:umplete ¥ Sum v
Mane
Estimated time =
Actual time
Daka Lew Complete & value - Data
kokal =
ankity

et

5. If the tasks are grouped by any field you can display the sum, minimum, maximum, quantity and

average value for task field on the diagrams. Select required operation from corresponding drop-down
list on Charts toolbar.

Charts

P ey = | Price W Complete L |Sum ,'\7
z Mane z
in
(N select value H Data LEE
Caunt
Average

price

3%

6. Select required type of diagram from the drop-down list in the right upper part of Chart panel

-
Customize Chark /_ﬁ Pie diagram
i
|l Coluran diagrar

Camplete I E Bar diagram

h <>+ Line diagram

by Area diagram

% Pigdiagram
 WL_SRALLED

7. Click on “Customize Chart” button, check those diagrams that you want to display and uncheck the

rest ones. From “Sort by” drop-down list select the field you want the diagram to be sorted by and

click on the button nearby to select the type of sorting — ascending or descending.
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Customization

Sefies | Data Groups || Options

D price
B complate

Sork by

()

Select “Data Groups” tab, drag data level that you want to hide and drop it to the empty space on “Data
Groups” tab. To display data level that was hidden earlier, drag it on “Data Groups” tab and drop it where

you need on “Data Levels” box.

w Quankity

Status | (Default)In Progress

Priarity:

Mo

Mokes ‘3-—' Caomments d._ Task hiskary ‘rﬁ Attac

L.
1131
3

Select “Options” tab and set required appearance for diagram legend, title and customization zone. If you
want value hints to be shown while directing the cursor to the diagram, check corresponding option on

“Options” tab, or uncheck it otherwise.

Customization @

Seties | Data Grnups| Options |_
¥ Legend ~
+ Position i
) Default
O Marne
%) Left
O Tap K
{7 Right
O Bottarn
w Alignment
) Default

Cenker

) End

* Orientation
{(#) Default

| £
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8. “Data Levels” option demonstrates the order of the diagramed fields. To change their order drag

required field’s title and drop it where you need on “Data Levels” box.
Charts

= = | price w Mone ¥ | Min v

Data Levels: | Complete | 10,00 % m Daka

O Low |

4

= = | price  Mone ¥ Min v

Chatts

-+

DataLe{E ;Egn tect value 3 (HIETEN select value | Data
4
j,

O Low |

For example, the tasks in your list are grouped by “Priority” and “Complete” fields. In “Data Levels” box
you will see the same sequence of fields. You want to make a diagram per “Price” field.

By selecting “Priority” field in “Data Levels” box you will diagram “price-priority” relation (the value of
“Price” field for each value of “Priority” field).

Charts = =5
= o= price ¥ Mone o | Min S
Daka Levels:@select walue - Complete [ Data Custamize Chart | | |l Column disgram
4.5 1
4 -
3.5 1
3 -
2.5 1
21 O price
1.5 1
1 -
0.5
u]
Lows Mormal Highest

Left click on “Select value” drop-down list to select one of the values of “Priority” field that the tasks of
selected task group have or click on the corresponding diagram for this value. For example, you select “Low”
priority and in that way you diagram the values of “price” field for each value of “Complete” field of the
tasks with “Low” priority.

Chatts

= o= | price * Mone

Complete
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4.5 1
4 -
3.5 A
3 -
2.5 1
2 -
1'? 1 price Faor Low is 4
0.5 A
0 T T
Low Mormal Highest
Charts =) &
= = price “ Mone ¥ Min W
Data Levels: | Priarity | Low —Eysl=d-8 selectk value - Data Custarize Chart [[i[[Cqumn diaqgram

O price

Lo A TR T R ) |
PR T T TR S T S R |

10,00 % 50,00

By selecting definite value of “Complete” field from corresponding drop-down list or clicking on the diagram
for this value, e.g. 10.00 %, you will diagram the price value of the tasks that have selected “Complete” value
(10.00 %).

Charts

P E | price * Mone | Min N

Data Levels: | Priority | Low

*

5 ]
. ]
3 ]
>
N W
0 ] price For 10,00 % is 4|
10,00 %% 50,00 %
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Charts 5 Je

= =  price w MNone ¥ Min W

— -

Daka Lewvels: | Priority | Low [ Complete | 10.00 %% —NRELE] Custamize Chart |_|L[|_COIurnn diagram

Z A O price

Discuss the plan

You can return to required data level by selecting corresponding field on “Data Levels” box or right
clicking on the diagram in series.

9. Print out required diagram or preview it and create your own print design by clicking on “Print...” or
“Preview...” button on Charts toolbar correspondingly.

Charts

price: * Mone ¥ | Min v

Prirt... |
Data Levels: | Priority | Mormal - Complete | 40,00 %
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4.1.32.How to send the tasks by e-mail

To send the tasks by e-mail use following steps:
1. Go to Start -> All Programs -> VIP Quality Software -> VIP Task Manager Professional -> Database
Manager

) Camtasis Ruso 4
A Aeorba Cestiler 7.0
1 adote serchat 7.0 Prodessonal Faseringe | B Uter Man

2. Select ‘SMTP’ tab in Database Manager’ window

Database Manager

zeneral | batahasem
e

Default parameters

Haost: iCnmpanﬂ |

Username: Isysdba |

]
Password: |********* |

Database Path: iI'E:] ZA\Program FilesiWIP Quality Softwareiy] v

Apply ] [ Close

3. Check ‘Enable E-Mail sending’ option

Database Manager

| General || Databases | SMTP |

Enahle E-Mail sendin

Hosk: | |

| T |
Port: (587 e » | (Default: 25)

Authentication:

User: | |

Password; | |

Check every: |1 <2 v | min

Sender Mame: | |

Sender E-Mail: | |

| Test |

[ Apply ][ Close ]
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4. Enter host name of your SMTP server into ‘Host:” entry field

X)

Database Manager

| General | Databases.| SMTP |

Enable E-Mail sending . = s

Host:t smkp.aol.com )

Port: |5a7 < = » | (Default: 25)
Awthentication:
User: | |
Password: | i
Check every: |1 %= ¥ | min

Sender Mame: | |

Sender E-Mail: | |

5. Enter SMTP port into ‘Port:’ entry field

Database Manager E|

:General-ii batabase_s.| SMTP |

Enable E-Mail sending

Huosk: |smt|:u.au:u|.u:um

Part: 1' (Defaulk: 25)
Authentication: | Login “

User: | |

1
Password: | |

Check every: |1 ¢ % | min

Sender Mame: | |

Sender E-Mail: | |

| Test |

| sy || ose |

6. Select the type of authentication from ‘Authentication’: drop-down list
None — if there is no need in login and password while accessing SMTP
Login — if only login and password are required to access SMTP
Login(TLS) — if SSL-connection is used to access SMTP
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Database Manager

| General | Databases | SMTP |

Enable E-Mail sending -

3

Huosk: |smt|:u.au:u|.u:um |
Part: |5&7 ¢ 3 » | (Default: 25)
uthentication: | Lagin *«:
o eE— ]
B Login (TLS) i
Check every: (1 ¢ % | min
Sender Marne: | |
Sender E-Mail: | |
[ Test ]
[ Apply ] [ Close

7. Enter user name for authorization into ‘User:” entry field

Database Manager

[ General-" Databases | SMTP |

Enable E-Mail sending -
Hast:

Part

Awithentication:

] |smt|:u.au:u|.u:um

| T 1|
. |s87 4 % * | (Defadk: 25)

@e'r:

jnnes| )

Password: | |
Checkevery: [1 ¢ % 3| min
Sender Name: | |
Serder E-Mail: | |
| Test |
[ Apply ] [ Close

]

8. Enter user password for authorization into ‘Password:’ entry field
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Database Manager

| General | Databases | SMTP |

3

Enable E-Mail sending .

Host: |smtp.a|:||.-:|:|m

Part

Authentication:

|5§ 4 = » | (Defaul: 253

User: |j|:|nes

Passwnrdt |********| )

Check every: |1 it

w

mir

Sender Mame; |

Sender E-Mail; |

[ Tesk

l

’ Apply

|| ciose

9. Change time-out value in ‘Check every’ entry field, if needed, and click ‘Apply’ button

Database Manager

| General | Databases | 3MTP |

3

[#]Enable E-Mail sending.

Host: |smt|:u.au:ul.n:|:|m

Authentication; | Login L |

User: |j|:|nes

Password: |********

Check every: {10] 4 ,f‘:‘ in
Sender Mame: | 5 |
Sender E-Mail; | i
[ Tesk ]
’ Apply ] [ Close

10. Enter your name into ‘Sender Name:” entry field. It will be added to the message
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Database Manager

| General | Databases | SMTP |

Enable E-Mail sending _

Host: |smtp.au:-|.-:u:um |

Port: |5a7 ¢ % 5| (Defaul: 259
Authentication: |L|:u;|in o
Uzer: |j|:unes |

Passward; |******** |

Check every: |10 £ % % | min

b

@Bnder rame: |J-:nnes Smith| _) |

Sender E-Mail; | |

[ Test |

[ apply H Close ]

11. Enter your e-mail address into ‘Sender E-Mail:* entry field. It will be added to the message to ‘From’
field.

Database Manager &|

| General | Databases | SMTP |

Enable E-Mail sending - .

Host: |smt|:u.au:ul.n:|:|m |

————
Part: |5Ei? < & » | (Defaul: 25)
Authentication:

User: |j|:|nes |

Passward; |******** |

Check every: |10 £ % % | min

w

Sender Mame: |Ju:nnes arnith |

Sender E-Mail: ‘5ith@anl.mm 5 |

[ Test |

[ Apply H Close ]

12. Click ‘Apply’ button
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Database Manager

| General | Databases.| SMTP |

Enable E-Mail sending .
Huosk:

Port

Authentication:

X

B |smt|:u.au:ul.n:|:|m

|5¥ 4~ 3| (DeFaul: 253

User: |j|:|nes |
Password: |******** i
Check every: |10 < = 5| min
Sender Mame: |J-:unes Srnith |
Sender E-Mail: |smith@au:-|.-:u:um| |
[ Test ]
. Appl l Close

13. Click ‘Test” button to send test message

Database Manager

| General | Databases | SMTP |

Enable E-Mail sending
Host

Check every
Sender Mame

Sender E-Mail

Park:
Authentication:
User:

Passwiord:

3 |smt|:-.an:-l.n:n:|m

I Login w

_|5§ « & v | (Default: 25)

:|1EI 4 % | min

; |J-:nnes Smith

i |smith@anl.mm

Tesk

C

-

’ Apply ]

[ Close

14. Click ‘Close’ button
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X

Database Manager

General Datahasesl SMTP |

Enable E-Mail sending

Host: |pup.gmai|.cum

Port: |465 4 % » | (Defaul: 25)

Authentication: !Lu:ugin (TLS) b |

User: |ju:unesmai|

e e e el
Passmard; |k |

Check every: |10 <2 5| min

Sender Mame: |J0nes |
i

Sender E-Mail: !junesmail.aol.cnm

[ Test |

apply | Clnset '

15. Start VIP Task Manager, right click on required task and select ‘Sending task(s) by Email...” from
drop-down list

Marne Skatus » Complete Priarity

Develop a business - Completed  |RESE Higl
& sure the projeck o - | kel

Task

g Mew
(Owervie any key ris) &

It
! | i Edit Task F4 -
|Identify all concerned t
I i@y Delete Task Fa E
|Consulk a finance It
Write prnjén:i: definite  DUPicate ek
\Send project definifin
Define aress be €| Change Status kb
Describe what each | @" Increase Priority Shift+Ckrl+Up f
|Specify responsibility| g- Decreass Priority  Shift+Chrl+-Down It
jThink whio should be l i v
|Ensure each keam Sarting "

'Form a group of
o — Mave ko archive
\Haold a meeting with &

e B e Bl )

E'Make wour project | =
\List all the activities it -

airite: down

) _ ‘\
1

(-Er-'oup tasks unl:ier

|Estimate how much

Note:
To select several tasks simultaneously, click them while holding Ctrl” or ‘Shift’ (if the tasks are
one by one) key

16. Check data section you want to be sent with the task
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General — task name, priority, task group
this task belongs to, Estimated & Actual
Time, Workflow, Status, Complete, Due
Date, Start & Finish Date

Assignments — the names of resources
selected task is assigned to

Attachments — the types, names and
descriptions of attachments of selected
task

Notes — notes of selected task

Comments — comments of selected task
History — a history of task changes
Custom fields — names and values of
custom fields selected task has

Tips:

Setting parameters for sending tasks via E-Mail

” General

% Azzignments
E@ Attachments
Iﬁr Mates

B_—E ] Comments
@ED Higkory

P r{ Cuztom figldz

[JAko send attachments

Back [ Mewxt J [ Cloge

To quickly select all data sections click on [Z&] button

oo
To quickly uncheck all data sections click on button

17.Check ‘Also send attachments’ option to send the files or links attached to selected task together with

the task

Setting parameters for sending tasks via E-Mail

@' General

%- Azsighments
LIE_I attachments
& [¥] Mates
,%—_5 Comments
uﬁlul Higtary

4 [¥] Custom fields

iz zend attachments |

o,

K-S

Back

Mest ] [ Cloze

18. Click ‘Next’ button
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VIP Task Manager Pro

Setting parameters for sending tasks via E-Mail

gl General

__"E. Azzignments

A [#] Attachments
2 [] Motes

2= [¥] Comments

@E;}' Higtory
@ Cusztam fieldz

[#]ilso send attachments |

Back q Mext E P Cloze

19. Check ‘Assigned resources’ radio button to send selected task to the resources assigned to this task.
The list contains only resources who have e-mail address in ‘E-mail’ field

Setting parameters for sending tasks via E-Mail

Azzigned rezources[for tazk Dh|®
() Custarn list

The lizt containg only resournces who have e-mail
addresz in 'E-mail’ field

Johri Doe M adonma
lvar Suzarin Ley Talztoy

Ertiat Mezvestng Backstrest boys
Paul Mcartney fdintan

Rirga Star

Additional e-mail list: | |

[ Back ] h Mext i ’ Cloze ]

20. Alternatively, select ‘Custom list’ radio button and check resources for sending e-mail
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tting parameters for sending tasks via E-Mail

(3 Agsigned rezources(for tazk only)

The lizt containg only rezournces who have e-mail
Al Pl =EE| (OO
addresz in 'E-mail’ field =E| (G0

P .

[]John Doe [] Madonna
[ Ivan Suzanin [] Lew Tolstoy
Ernzt Meizvestng [] Backstreet boys

[ ] Paul McCartney [ ] Klintan

Additional e-mail list: | |

| Bask [ MNew | [ Cise |

Tips:
| |
To quickly select all resources click on (2= button
To quickly clear resource list click on [Z2) button

21. Enter additional e-mail addresses selected task will be sent to into corresponding entry field. Several
e-mail addresses are separated by comma or semicolon

Setting parameters for sending tasks via E-Mail b_(|
(73 Agzigned rezources(for tazk only)
() Custom ligt
The lizt containg only rezournces who have e-mail OB ERE
addresz in 'E-mail' field
[ ] John Doe [ ] Madonna
[ Ivan Susanin [] Lew Tolstoy
Ernst Meizvestny [] Backstrest boys
[ ] Paul McCartney [ Klinton
Ringo Star
Additional e-mail lisk:  ment@Eyahoo. com, salesdepartmentEiyahon. com | )

| Bak [ New | [ O |

22.Click ‘Next’ button
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Setting parameters for sending tasks via E-Mail

) Assigned resources(for tazk anly)

{®) Custom ligt

addrezs in 'E-mail’ field

The lizt containg only resources who have e-mail

EHE| (OO
mE| OO

[] John Doe [] Madonna

[] Ivan Suszanin [] Lew Talstay
Ernzt Meizvestny [] Backstreet boys
[ Paul McCartney [] Klinton

Rihgao Star

Additional e-mail list; |salesdepartment@yahun.l:l:um

23. Select required template from ‘Templates’ drop-down list. This template defines the view of outgoing
message.

Note:

e You can create your own templates, go to the folder with VIP Task Manager product (by default it’s
path is C:\Program Files\VIP Quality Software\VIP Task Manager Professional) and put them into
XSLT’ folder. After that your templates will be available in ‘“Templates’ drop-down list of ‘Setting
parameters for sending tasks via E-Mail” window.

Setting parameters for sending tasks via E-Mail

(Tempites [Befaitst ) v] )

Mezzage header:

teszzage footer:

| Back || Send | [ Close
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24. Enter the header of e-mail into ‘Message header’ entry field

Setting parameters for sending tasks via E-Mail (X]

Templatesz | Drefault xzlt w |

Meszzage header:

hezzage footer

Back ] [ Send ] [ Clogze

25. Enter the footer of e-mail into ‘Message footer’ entry field

Templates | Drefault. =zt V|

Mezzage header:

Mew tasks

hezzage footer:

Pleaze, do it as soon as possible

26. Click ‘Send’ button
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Setting parameters for sending tasks via E-Mail

Templates | Drefault walt W |

hezzage header:

MHew tagks

Mezzage footer

Fleaze, do it az zoon as pozzsible

27.Click ‘Ok’ button in appeared information message. Your e-mail will be sent when timeout is finished

Information
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4.1.33.How to send notifications of task changes by e-mail

To send notifications of task changes by e-mail use following steps:

1. Enter SMTP settings

2. Open ‘New Resource’ or ‘Edit Resource’ dialog

3. Select ‘Notification’ tab

Edit Resource

@ General

(= Noticativas ) & Watch List

M arne: ||m

E-Mail | waryal@mail.

D epartment: | quide

Job title:; |guide

Address; | Unknown

Phone: |EIEEE241

Set paszword: |

Permizziaons:

Login A zzignment

[ ] Adminiztration

[ 4 Ok ] [XEanceI

4. Check ‘Sending notifications by Email’ option and click ‘Ok’ button

Edit Resource

EE
EE
O

oo

:T.JJ General | &' Foles | % Motifications 29 watch List]

[ | Task (Change "ctual time"]

[7] | Task [Changs "Comments'|

Event Types bl

Task [Change “Attachments')

4] [ Task (Change “Complete")

[¥] |Task [Change "Due Date")

& | Task [Change "Finish time"]

[¥] |Task [Change "Estimated time"]

!E Sending notifications by E-mail }

’ o Ok ] IXEanceI




VIP Task Manager Pro

User Manual

231

4.1.34How to import from MS Outlook

To import the tasks from MS Outlook use the following steps:

1. Start MS Outlook
2. Start Task Manager

3. Go to main menu command [File -> Import from Outlook...]

@ VIP Task Manager Professional

: MEl=Y Wiew Tools Help

=

Change User, ., |
Edit User Profile

archive mode ]

Edit name of rook task group

Export Wiew To Excel... l
Export YWiew To HTML. ..

Print... Chrl4+P
Print Preview... Shift+Chrl4+P

Exit

4. Open ‘Import into:” drop-down box and select task group to import the tasks from MS Outlook

Import Outlook options f5__<|
Impart int-:u:y_ v'| ™
[]lmport § @~ s & ®©F @3 G L':?—_i
[¥] Divide | =12 N
. =g Comparry ]
Dorti PoRl 1. Getting Started -
Dan't i @ 2, Definirt The Project 24
@ 3. Planning The Project 31
[]Con'ti =@ 4. Monitoring The Proje 21
o Fakfh 2 v
Outlook, ar
a0k ] ’ ¥ Cancel
I ’
Irp -
[ ]Impart appointments
Import contacts
Z
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Note:

To select task group you can highlight it and click ‘Ok’ button or double click on task group
To create new task group, edit, delete, sort, expand or collapse existing ones click on
corresponding button on ‘Import into:” drop-down box toolbar

Import Outlook options

Import into: w |
= + =,
Impart E-éa“ el o By | im B L‘_‘D
Divide Edit Folder 2 G
. =g Compary 0
Dissitiy Foal 1. Getting Started
Don't inf - 2. Defining The Project 24
@ 3. Planning The Project 31
[ Don'tim =g 4, Monitaring The Praje 21
S Eahfk A b
Outlook g
" Ok ] [ 3 Cancel
Imp
[ i vy

[] Impart appaintrments

Import contacts

Cancel

5. Check ‘Import uncompleted tasks only’ option to import only the undone tasks

Import Outlook options f‘5_<|

Import into: | 1. Getting Started » |

@I mport uncompleted tazks D@

dDivide tazks into groups [Tasks Journale etc.)

] Dan't import attachments
[ ] Don't impart tasks that were imported before
(] Don't impart contacts that were imported before
Outlook, groups:

[ Impart tasks

Irnpart journals

[ ] Import appaintrents

| ok |[ cancel |

6. Check ‘Divide tasks into groups (Tasks,Jornals etc.)’” option to import the tasks, journals,
appointments, etc into corresponding task groups in the same form as they are in Outlook. Task
Manager automatically creates ‘Tasks’, ‘Journals’, ‘Appointments’, etc, task groups. If this option
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is not checked, tasks, journals, etc will be placed into selected task group.

Import Outlook options §|

Irnpart inko: | 1. Getting Started W |

Import uncompleted tazks only

@EDivide tagkz into groups [T azks Journals etu:_bI

—

DV% on't impart attachments
[] Don't import tasks that were imported before
[] Don't import contacts that were imported before

Outlook groups:
[] Impart tasks

Import journals
[]Impart appointments

[]Impart contacts

| ok | cancel |

7. Check ‘Don’t import attachments’ option to import the data from Outlook without attachments

Import Outlook options P§|

[rmpart into: | 1. Getting Started W |

Import uncompleted tazks anly
Divide tasks into groups [T azks.Journalz etc.]
Du:un‘t irmport attachments )

ﬁ%un't import kazks that were imported before

[ ] Don't impart contacts that were imported before

Outlook, groups:;
[]Impart tagks

Irmpart journals
[ ]Import appointments

[ ]Import contacts

| ok || Concel

8. Check “Don’t import tasks that were imported before” and “Don’t import contacts that were
imported before” options not to rewrite the tasks and contacts that imported earlier.
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Import Outlook options E|

Import into: | 1. Getting Started L |

Impart uncompleted tazks only
Divide tazks into groups [T aske.lournals ete]

Con't impart attachments

Dion't impart kazks that were imported before

Dn:nn't impart cantacts that were imparted before

Dtu:-k qQroLps:
[ ]Impart tazks
Impart journals
[]Import appaintrmerts

[ ]Import contacts

| ok || cance |

9. Check the data groups from ‘Outlook groups:’ section to import from Outlook (tasks, journals,
appointments, contacts) and click ‘Ok’ button

Import Outlook options r's_(|

| rpart imka: | 1. Getting Started w |

Import uncompleted tasks anly
Divide tazksz into groupsz [T asks.Journalz ete.]
Dot impart attachments

Dion't import tazks that were imported before

[#]:Cion't import contacts that were imported before

Outlook, groups:

[ ] Impaort tagks

Irpart journals
[ ] Impart appointments

Irmpart contacts

Ok ] ’ Cancel

10. MS Outlook asks your permission to access its e-mail database. Check ‘Allow access for’ option,
select time interval from drop-down list and click ‘Ok’ button
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4.1.35.How to assign a task to its owner by default

You can set the program to automatically assign newly created task to its owner. This will work only for task groups

that don't have default resource (how to assign a default resource to tasks within certain task groups). To assign a
task to its owner by default use the following steps:
1. Go to main menu command [Tools -> Options]

# VIP Task Manager Professional

. FEile Wiew BEWEN Help

Task List | T4 Custom fields...
-}

Custom workflow, .

2. Check ‘Assign task to owner by default” option and click ‘Ok’ button

Options [‘S__<|

General G eneral
Attachments
Global Hotkeys
Task List and Tree [ ] Automatically load progranm on wWindows startup
Sound
ounes [ ] Run program minimized

[ ] Minirize ta tray

Format Estimated&actual time: | In Hours "

zzign tazk to owner by defaulk
Ty

q Ok P Cancel
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4.1.36.How to make HTML or RTF reports of the tasks
To make HTML or RTF reports of the tasks do the steps below:

1. Right click on required task on Task List, Task Tree or Calendar view and select ‘Print task(s)...’

from drop-down list

Skatus W

& Mew Task Ins

@ Edit Task F4

S E_ & Delete Task Fa

Make sure

EIdentiFy all
i ] Duplicate Chrl+D
Consult a f :

Wirite proje
send prnja & Change Status

Define ares i@ Shift-+Ckrl+Up

Shift-+Ckrl+Dowvn

Increase Priority
|Describe w i Decrease Priority
'Specify res.
Think wha |

Filter
Sorting

Ensure eac .
Miove to archive

:Form a gru:r;
Hold a med =& i
:Make wour| ©

\List all the |~

:Write dowr: Sending taskis) by Email. ..

Complete

Priority % Due Date W Zstimated 1

ke Highest

13/03/2005 | e

_ Highest
W gHion 12032008 | Oh-
| ' Highest | 13/03/2008 | 2t
_h Highest | 14/03/2008 | oh:
€ tormal '1.3.{_0312_00?' ot
¥ Highest 15fosjz007 ok
ON;J.rmaI l . oF
| O Mormal . - oF
e ! Highest. . oF
» | Q Marmal l . oF
| iLowest . - oF
{ e Mormal l . oF
[ :O”Nnrmal . - oF
| f\', Urgent '13;0312003' 2k
C Edlow | 04jo3/2008 | Oh:
=

| " .
|Group bask Expar -.'rlrl.lng

Prink £

:Estimate-haw much :;;. In Progress -I 10% . =
Identify activities that | . Completed | [ °
|Prioritize: planned [ | InProgress (B0 25 %

Make & communication Created 0%

Prink Preview, ..

&= Print...

Export View To Excel...

Export Views To HTML. ..

2. Check required data sections that will be included into the report

Shift+CtrH-P
CtrP

General — task name, priority, task group
this task belongs to, Estimated & Actual
Time, Workflow, Status, Complete, Due
Date, Start & Finish Date

Assignments — the names of resources
selected task is assigned to

Attachments — the types, names and
descriptions of attachments of selected task
Notes — notes of selected task

Comments — comments of selected task
History — a history of task changes

Custom fields — names and values of
custom fields selected task has

]
3
. %
(%) RTF format

"3-—' Comments !
|6.Ii Higtory
@ Custom fields

{3 HTHL format

[E, Build repu:urtl [ 3 Cloze ]

Report options

Data sections:

i

\._) General
CHE - ssignments
| Attachments

s otes

Tips:
EE
To quickly select all data sections click on button
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og
To quickly uncheck all data sections click on button

3. Select ‘RTF’ radio button to make RTF report or ‘HTML’ radio button to make HTML reports of the
task.

Report options

: =E| (OO
Drata sections: EHE| DO

DM General 12 [ Comments
% Azsignments .g:i;; Histomy
4 Attachments @ Cuztom fields

&[] Mates

CIHTHL format
lates | efaLit szl |

[ Build IBDD[lJ [ K Cloze ]

4. For HTML reports select required template from ‘Templates’ drop-down list. This template defines
the view of the report.

Report options El
Drata zechons:
:d [#] Gereral 25 [#] Comments

! 2 [ i@ [#] Higlory
[ [ Atrachment: 174 [#] Curstomn feelds
| & [#] Motes

emplates | Defauk. sl I |

[n E{.Hdrepmt” ¥ Coze |

4

Report options ri_l

HEH| (OO0
[rata sections:
E@Elﬁmd 22 [#] Comments i

|2 M & [#] Higlorp
| Al [ Attachments 17 [#] Cusbomn felds ‘

&[] Motes

emplstes @ﬁmﬂ:.nn g

[n E{.HdrepmtlL ¥ Coze |
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Note:

You can create your own templates, go to the folder with VIP Task Manager product (by default it’s
path is C:\Program Files\VIP Quality Software\VIP Task Manager Professional) and put them into

XSLT’ folder. After that your templates will be available in ‘Templates’ drop-down list of ‘Report
options’ window.
5. Click ‘Build report’ button

Report options [3_(|

-
[ata sections: EE| (OO
l..._J1 General 2= [¥] Comments
2 [+#] Assignments i@ [¥] Histery

4[] B 5 [#] Custom fields
&[] Motes

) RTF farmat
(&) HTHML farmat

Templates ! Default. gl

= Buiid re

rt
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4.2. Task Groups

4.2.1. How to create new task group
There are several ways to create new task group.
1. Click on “New Group” button on Task Group Panel toolbar, or Task Tree toolbar.

i Task Groups on Task List ... [=] 3% £3 . File Yiew Tools Help

TaskList | Task Tree | Calendar | Resource List

o e lewet | 3 T ] | FoE

OR —
= [— [ Filters e, Group {CtrI+G}| F 8|
ol 2, Defining The Prc g =
@ 3.Planning Thel 28 28 - Current L BT R, |
@ 4. Monitoring The F - 22 22 |2 Common 5

no

Press “Ctrl + G key
3. Right click on Task Tree grid and select “New Group” from drop-down list

Mame 10 Infa

=i
[=Fg | Planini
Er e Group
o @ Edt -
o
2l
o |Devel

o Mew Task Ins

L e N P

4. Right click on Task Groups Panel tree and select “New” from drop-down list

@ Task Groups on Task List ... (=] & £
s =
o8 o & | . ;

@ 1. Getting St
o g Reset Filker de
o 2. Defining
@ 3. Planning T/ @ Mew Task Ins E

i@ %. Monitoring b
& 5. Clsing o C L SR

I Edi
i@ John Doe eF Edit i

In “New Folder” dialog on “General” tab enter task group name into “Name” entry field. Open “Task
Group” drop-down box, select required parent task group from task group tree and click “Ok”.
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HNew Folder

) General | < Resources

|| Qf Mote || 5.* Watch List || % Cusgtom Fields|

M arne: |Marketing plan

Tazk Group: | Planning project v|
oo e o oF ThE | H
Marme
=hig Camparry

=g Planning praject
; @ Starking project
i@ Developing projeck

L E=E =N

]

¥ Cancel

[ vok@ [XCanceI ]
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4.2.2. How to edit task group

There are several ways to edit task group.
1. Select required task group and click on “Edit Group” button on Task Groups Panel toolbar

> w

o v

@ Task Groups on Task List ... =] 22 £

e THE

[=g Comp Edit Group 0 89;
[ i@ 1. Geftting Skarked q a
i@ 2. Defining The Prc 19 19]

ol 3. Planning Thel 28 28

a4 Monibarinn The F e 2l

Select required task group and click on “Edit Group” button on Task Tree toolbar

Task List | Task Tree | Calendar | Resource |

& #

50\*0@-%00 i B |

“I Filters - Ta:Edit (F4) * @

Select required tasks group and press “F4” key
Right click on task group on Task Tree grid and select “Edit” from drop-down list

g |Company

= WM
= Mew Task I b

i@ |Consul e ns

@ [Develd P Groun Chl |
P Delete Fa

i@ | Identif

Double click on task group on Task Tree grid

Right click on task group on Task Groups panel and select “Edit” from drop-down list
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4.2.3. How to delete task group
There are several ways to delete task group:
1. Select required task group and click on “Delete Group” button on Task Group panel toolbar

i@’ Task Groups on Task List ... [=] 3£ £3

. ] |
=@ Company [Lelete Group| O &3

w1, Getting Started 2 9]

[

Select required task group and press “Delete” key
Select required task group and click on “Delete” button on Task Tree toolbar

w N

Task List | Task Tree | Calendar | Resourc

Bt T B e o o- | 1

i Filkers - Task Tre Delets (F&) PR |

Select required task group on Task Tree grid and press “F8” key
Right click on selected task group on Task Tree grid and select “Delete” from drop-down list

ok

- Company

T m o Mew Task Ins # N
g aet =
@ New Group Chrl+G

» Edit F4
i@ |Ider e :

=

+igr | 3. Plami

@ et

6. Right click on task group on Task Groups panel and select “Delete” from drop-down list

i@ Task List - Groups =48

o
A -

o o &
=g Purchasing

=g Purchasing Plans
o
g E
o E

© Redqu g New Task Ins

i@ Quot

& Ordd o Mew Chrl4-i3

o Invo @ Edit

i Pavnli

i@ SUpE

Sek Filker
. Reset Filker

Insert copy of kask group. ..
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In confirmation window click “Ok” if you want to delete this task group, or “No” if not.

Confirm

x:/

%]

Are you sure you wank ko delete all{1) selected task groupls)?
All kasks within selecked task groupls) will be removed too!
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4.2.4. How to add notes to task group

To add notes to task group use following steps:
1. Open “New Folder” or “Edit Folder” dialog
2. Select “Note” tab
3. Enter required notes into note entry field
4. Create your own note design using Note toolbar
5. Click “Ok”

Edit Folder X
) General | 2 Hesuurces| & Note |“lf “ Watch List | @& Custom Fields

€s‘gs:; E;:‘&lﬁ-v-\f)

Make sure you defined project's
purpuse, outcome, value, potential
problems, resbunsibility, authority,

budget, deadlines

[ VD%J [xﬁancel]

To insert current date & time into the notes position the cursor in the required place of Notes panel
and press ‘F5’ key

e Todisplay task group notes as plain text under the task group in Task Tree grid click on “Preview
Mode” button on Task Tree toolbar and select “Note as plain” from drop-down list

e Todisplay task group notes as RTF under the task group in Task Tree grid click on “Preview
Mode” button on Task Tree toolbar and select “Note as RTF” from drop-down list

e To hide task group notes from Task Tree grid click on “Preview Mode” button on Task Tree toolbar
and select “None’ from drop-down list

@ VIP Task Manager Professional [ User: Administrator ] [DataBa

. File Wjew Toaols Help

Task List ETask Tree | Calendar | Resource List

- ee e | F T 1S ¢_v|:| o

i@ Task Lisk - Groups =3 8

r'-]l:ltEkal:'- plain

Custom fields info

of & &) EE st —
iEl.ﬁ. Compary i] AI Assignec

4 ot oo d .
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4.2.5. How to sort task groups
Task groups can be sorted manually using following steps:

1. Right click on Task Tree grid and select “Manual Sorting” from drop-down list or click on 8
button on Task Tree toolbar or press “Ctrl + 0” key
2. Select task group you want to replace

3. Right click on Task Tree grid and select “Move Up”/”Move Down” from drop-down list or click on

Li / 1 buttons on Task Tree toolbar or press “Ctrl + Up” / “Ctrl + Down” keys

Alternatively, select required task group on Task Groups panel and click on “Move Down” / “Move Up”
buttons.

i@ Task Groups on Task Lisk ... [=] 22 £3

o & & 6* | S

=lig’ Company Mave Down 59
g 1. Getting Stafte 9

igr 2, Defining The Prc 19 19

3. Planning Thel 28 28

T
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4.2.6. How to assign the resource to receive notifications of task group changes

To select the supervisors for task group use following steps:
1. Open “New Folder” or “Edit Folder” dialog
2. Select “Watch List” tab
3. Select required resources
4. Click “Ok”

|»._)' Gieneral | < Resources I Nu:ute| = Watch List # Custom Fields

Lizt of supervizors

[ | Adminiztrator
John Do

[ VDkN [XEanceI

Tips:
EE
To quickly select all resources in the list click, on == (“Check All”’) button

oo
To quickly clear the list of supervisors, click on 22 (“Uncheck All”) button
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4.2.7. How to set custom fields for the task group

To set custom fields for the task group use following steps:

1. Right click on required task group on Task Groups panel or on Task Tree grid
2. Select “Custom fields options” from drop-down list

@ Task List - Groups

o o & | S,

=2+Ea

Set Filker

¥ Reset Filker

& Mew Task
o Mew

o Edit

& Delete

=g Company n
g

Ins »

4G

Insert copy of task group...

Duplicate task group...

_"f Tas

Curren
+
L]

3. Select required custom field from the list

a'al:ustc-rn fields options h“

# Edit custom fields options for ‘Starting project

Sethings far: ' Thiz task group

v

{:} tirmedelivery

) i Field: price
A | Dizable by parent
~J Total

[ o Ok

] [ 3¢ Cancel ]

4. Select “Subgroups&tasks” from “Setting for”” drop-down list to relate highlighted custom field to all
tasks and task groups of current task group. If you select “This task group”, highlighted custom field
will be related to current task group and won’t be related to its subgroups and tasks.
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# Edit custom fields options for *1. Getting Started’

Settings for:

ald

) ot [Qistaskgoup g4 Price

tz'j ant Dizable 3
b total

9 [price

| w0k | | X Cancel |

5. Select “Enable” from drop-down list to activate highlighted custom field, “Disable” — to make it
invisible for current task group or make it the same as for parent task group by selecting “Disable by
parent”/”Enabled by parent”. If the custom field is enabled, it has green circle, otherwise this circle is

grey.

@ Edit custom fields options for ‘Starting project

Settings for: |Thi$ task group »

{:} Cuantity Field: price
t:j ||:'ri':E izable by parent
& total

=g i Dizable by parent
b timedelivery Dizahle

[ o Ok ] [xcancel]

6. Check “View in preview sections” option to display current custom field in custom field info, in task
screen tips on Calendar grid and Print Preview Window
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# Edit custom fields options for ‘Starting project

Sethings far: ESuhgrDups&Suhtasks w

Field: GQuantity

":.I p"CE Enable ...................... v\
Y timedefivery @"Jiew I previem sectiu@
O Edit

[ o Ok ] [xcancel]

7. If this custom field may be entered by user, check “Edit” option. For task group it may be calculated per
other tasks’ custom fields that are enabled for this particular task group. For the latter case check

“Aggregated (for task group)” option and select one of the arithmetic operations and required custom
field from corresponding drop-down lists.

Arithmetic operations that are available for calculation per tasks’ custom fields:
Count — the quantity of the tasks that have definite custom field
Sum — the sum value of this custom field per all tasks in current task group
Avg — the average value of this custom field per all tasks in current task group
Min —minimum value of this custom field per all tasks in current task group
Max — maximum value of this custom field per all tasks in current task group

# Edit custom fields options for, *1. Getting Started!

Settings for: |5ubgruups&tasks v|

) Cast Field: qnt

- |qnt |Ena|:||e v
i) total

& price Yiew in preview sections

)
Qe
( Phggregated [for taskgroup)

| w0k | | % Cancel |

OR
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# Edit custom fields options for, “1. Getting Started'

Settings for: | Subaroupsitasks

v

) Cost

- |qnt

o total
o price

Field: qnt

| Enable w

"Wiew in preview sections

O Edt

Aggregated [for taskagroup)

Counl |qnt v|

Count !

Awg

mﬁ [ o Ok ] [ * Eancel]

8. If you enter some formula for current custom field while creating it, you can activate it for this task
group by checking “Calculated by custom field formula (for task group)”. In this case options “Edit”
and “Aggregated (for task group)” become disabled.

9. Click “Ok”.

#® Edit custom fields options for, ‘1. Getting Started’

Settings for: | Subgroupsitazks

¥

) Cost
qrit
[tatl

b price

Field: total

| Enable w

"Wiew in preview sections

) Aggregated [for taskgroup)

@Ealculated by customn field farmula [for taskgru:uu;.f)
T

[ & Ok ] [xcancel]
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4.2.8. How to enter custom field values of the task group

To enter custom field values of the task group use following steps:

1.
2.
3.

4.

Open “New Folder” or “Edit Folder” dialog

Select Custom Fields tab

Enter required values by using the keyboard or up-down buttons or select custom field values from
predefined drop-down list according to the type of the custom field

Click Ok’

Edit Folder X

i) General| 2 Resources | & Mate | 2% watch List| &l Custom Fields

[uiantity |45

|
price | 20 — |

timedelivery | 0300 ﬁ

w Ok l ’xCancell
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4.2.9. How to place the task group to archive and return it back
In archive mode you can’t make any changes with the tasks and task groups.
To place task group to archive use following steps:
1. Right click on required task group on Task Groups panel or on Task Tree grid
2. Select “Move to archive” from drop-down list
i TaskLisk - Groups =3x8 =g’ |Purchasing
: & & [ © BRM & New Task Ins » ”I
: - q_' A e |Quo o New Group Chrl+G
SR I?urchasmg ] 1‘ ol o Eiit 4
=g m Set Filter © ! & Delete Fg
* Resat Filker e | i
i@ |Orde Cuplicate Chrl+D
@ g™ Mew Task Ins » Ehigr | Invg Insert copy aof task group...
[+ @ R =
& Qu o New Chrl+G ° ]
@ Orc@ Edt A
= ~imy Deleke o
| Task List - OR Shr ! |Payr
‘ Insert copy of kask group. .. e |l ¢
¢ Current
: Duplicate task groop... e |l
= Common i || 5 Custam figlds options
etz % Custom fields options .
[=Hig ' Req Fi
lker 3
= o o »
StfatLl's @4 Mave Down Cal -
e Sort alphabeticalky gl Move to archive L
Actual Ti -
M| [ove to archive = I Ii‘urcl T o Expand Al
- e |l
= By Date |- Expand All ol aw Collapse Al
After that selected task group will disappear from your task tree.
To return it from archive use following steps:
1. Select main menu command [File -> Archive mode]
- Wiews Tools Help
Change User,.. ce List
Edit: User Profile 3
Export View Tao Excel...
Expork Views To HTML. ..
2. Right click on required task group on Task Groups panel or on Task Tree grid
3. Select “Restore from archive” from drop-down list
o Task List - Groups =EA
: e EE | [=F@ [Comparry
: iE E A = ﬂ
3 = r—
=l Company D| 8 Filker b
° Set Filker OR T T T TR rTovess
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4.2.10.How to duplicate the task group

To duplicate the task group follow the steps below:
1. On Task List or Calendar view right click on required task group on Task Groups panel and select
“Duplicate task group...” from drop-down list. On Task Tree view right click on required task group
on Task Tree grid and select “Duplicate” from drop-down list or press “Ctrl + D keys.

@ Task Lisk - Groups = %8
_ of oF oy | I L s —
- | hame (] Info
=@’ Purchasing 0 = Purchasi
5 J i | Purchasing
oe . - —
St Filker WM
e B ! o o Mew Task Ins
5 Reset Filker S [0u
e B | ig* MNew Group Tk
I- ]
i@ B|ig™ Mew Task Ins *» OR | ig Edit F4
@ Requ L] |
o Cuot @ MEw Chr+G 7| @ Delete Fa
g Ordel 2 Edit @ |0
--J/ TaskL|st -F & Delete o |Irey Insert copy of task group. ..
@ [Pay

Insert copy of task group...

o [

Current b

Duplicate task group. .. b

[= Common "
<= Cnskam Fields ankinns

2. Open “Task group” drop-down box, select task group where you want to insert duplicated task group
and click “Ok”.

Select task group

Tazk group: {fl
I:‘ I :ﬂﬁ" Gx Qg 0+ é{- - ¥ : L‘L-_?:’l
[] Capy permis Mare el
=@ Company ]
vl 1, Getting Started g
@ 2. Defining Tre Project 23 =

L

]

@ 3. Planning The Project 29

@ 4. Monitoring The Proje 21

i@ fighfh z
@ 5, Closing Dawn 10 o

\_ [ & Ok ][xCanci‘v

=

3. Check “Start date” option, select “Start date” or “Finish date” from drop-down list and select required
date from corresponding drop-down box. For example, you select “Start date” and some task of
duplicated task group has 01/10/2007 Start Date, 03/10/2007 Finish Date and 04/10/2007 Due Date.
When you select new start date, e.g. 03/10/2007, task finish and due dates will be postponed for the
difference between new and old start dates. In our example new finish date is 05/10/2007 and new
due date is 06/10/2007. The same situation is with all tasks of duplicated task group.
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Select task group

| Shtart date | |06/02/2008 v
o
Finish date

X]

T azk group: |1 Getting Started w

| o Ok ][xcancel]

4. Check ‘Copy permissions’ option to save permissions assigned to task group while duplicating it and

click ‘Ok’ button

Note:

Select task group El
Task group: | 1. Getting Started 3

| Gtart date | | 08/02/2008 |

(V'jk) [ XEanceIl

e If ‘Copy permissions’ option is unchecked, duplicated task group will inherit the permissions from
task group it is inserted into
e ‘View’ permission of duplicated task group is inherited from task group it is inserted into. For
example, particular resource or role is allowed to view task group 'Stage 2'. If it is duplicated to

'Project 1' task group with denied 'View' permission for this resource or role, then 'Stage 2' task
group will be invisible for this resource or role.




VIP Task Manager Pro User Manual 255

4.2.11 How to insert the duplicate of task group

To insert the duplicate of task group follow the steps below:
1. Go to Task List or Calendar view, right click on required task group on Task Groups panel or select
Task Tree view and right click on required task group on Task Tree grid
2. Select “Insert copy of task group...” from drop-down list

i Task List - Groups =E A
) [
o & & |, e
u " [=h @ |Purchasing
[=ligi’ Purchasing o _ pe—
ol S Lpplie
g ;WM . ° L o MNew Task Ins * “
Set Filker [=) @ | Guotat
@ By Pr ; o Mew Group Chel+iE
5 . Reset Filker ] e | )
@ By su & (oul oo Edit F4
@ By D2 g New Task Ins » OR . qu, @ Delete Fa
@ Requisitio o !
& Quotation @5 Mew Chrl4+3 @ Crders Duplicate Chel4D
@' Orders | @ Edit RSS! Insert copy of task group...
-— & Delete i |Paymen
I Task List - Filker: & [requisi

; Inserk copy of kask group...
¢ Current W — H
o Duplicate task group...

| W I R

3. Open “Task group” drop-down box, select task group that you want to copy and click “Ok”.

Tazk group: v

O |st o 5 &y ef ey | 5o B0 | B

[] Copy permi Mame o
=@ Compary 0

(-8 1. Getting Starked
@ 2, Defining The Project 23 =
@ 3, Planning The Project 29

=g’ 4. Monitoring The Praje 21

@ Fghfh 2
| e 5, Closing Down 10 5
\-_ [ " Ok ] [ ¥ Cancel ‘U

4. Check “Start date” option, select “Start date” or “Finish date” from drop-down list and select required
date from corresponding drop-down box. For example, you select “Start date” and some task of
duplicated task group has 01/10/2007 Start Date, 03/10/2007 Finish Date and 04/10/2007 Due Date.
When you select new start date, e.g. 03/10/2007, task finish and due dates will be postponed for the
difference between new and old start dates. In our example new finish date is 05/10/2007 and new
due date is 06/10/2007. The same situation is with all tasks of duplicated task group.

Select Group to be inserted

Task graup: | 1. Getting Started vj

v | [06/02/2008 j

[ a Ok l’xCancell

l Start date

inish date
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5. Check ‘Copy permissions’ option to save permissions assigned to task group while duplicating it and
click ‘Ok’ button

Select Group to be inserted

Taszk group: l1 G etting Started - v 5

| Start date « | |be/nz/2008 v

4w Ok 3 Cancel

Note:

e If ‘Copy permissions’ option is unchecked, duplicated task group will inherit the permissions from
task group it is inserted into.

e “View’ permission of duplicated task group is inherited from task group it is inserted into. For
example, particular resource or role is allowed to view task group 'Stage 2. If it is duplicated to
'Project 1' task group with denied 'View' permission for this resource or role, then 'Stage 2' task group
will be invisible for this resource or role.
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4.2.12 How to assign default resource(s) for the task group

If you want all tasks of particular task group to be assigned to particular resource(s) by default, use
following steps:
1. Open “New Folder” or “Edit Folder” dialog
2. Select tab “Resources”
3. Check “Default assignments” option
4. Select required resources from the list
5. Click “Ok”

Edit Folder X

Crefault assignmenta

M arne
[] | Administrator

John Doe

[1 PaulSmith

[ Vﬂkk] [ xcan.:e|]
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4.2.13.How to make graphic reports on the task group

To make graphic report on task group use following steps:
1. Go to Task Tree view and select required task group on Task Tree grid or set filter by required task
group on Task List or Calendar views.

a Task List | Task Tree | Calendar | Resource List

o osoer | F T 1| S

=g | Purchsa i @ ' Task List - Groups = &3 H
R @l suppliers 2
(EE | @ o & & | S
@ [aeHnany I
g | Canada OR =I-| Set Filker asing 0~
&9 |UsA SR §rurchasing Plans D
@ By Product =)
+ @ Quokations gFFEyrraaae
@ B Supplier 3|
g |Orders
. @ By Date 3
@ | Invoices - .
P h =hu@ Requisition Lists ]
£ |_|
o [Payments @ PReordering RL {Re 3
+l @ Requisition Lisks

2. Go to “Charts” panel
3. Select required fields for the diagrams from the corresponding drop-down lists on Charts toolbar

Tharts

o= ice M Complete ¥ Sum W

Nane ;
Estimated time =
Actual time

Complete H -value Daka
kokal :

Draka Lew

ankity

ot

4. If the tasks are grouped by any field you can display the sum, minimum, maximum, quantity and
average value for task field on the diagrams. Select required operation from corresponding drop-down
list on Charts toolbar.

Charts
e | price “ Complete w |5um |'\_f'
i Mone ;
Min
Data Levels: eyl selectk value - Data El::l(nt
Average
price
KR

5. Select required type of diagram from the drop-down list in the right upper part of Chart panel
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Customize Charkt ﬁpie disgram

|l ehurmn diagram
E Bar diagram
|24 Lire diagram
b Area diagram
% Pig diagram

Zomplete

-

6. Click on “Customize Chart” button, check those diagrams that you want to display and uncheck the
rest ones. From “Sort by” drop-down list select the field you want the diagram to be sorted by and
click on the button nearby to select the type of sorting — ascending or descending.

Series iData Groups || Options

] price
B Complete

Sark s

Select “Data Groups” tab, drag data level that you want to hide and drop it to the empty space on “Data

Groups” tab. To display data level that was hidden earlier, drag it on “Data Groups” tab and drop it where
you need on “Data Levels” box.

= =  Complete  Quankity

daba Levels: | Status | {Default)In Progress [REilsEles

Mor

Motes |25 Comments .d‘._:_Taskhistory Attad

Select “Options” tab and set required appearance for diagram legend, title and customization zone. If you

want value hints to be shown while directing the cursor to the diagram, check corresponding option on
“Options” tab, or uncheck it otherwise.
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Customization .

Series | Data iaroups | Cpkions

-+ Legend s
+ Position
() Default
{:} MNone
{*) Left
O Tap
) Right
{:} Eaktom
w Alignment
{7 Defaul:

: [ %Center

) End

<+ Orientation
(%) Default w

7. “Data Levels” option demonstrates the order of the diagramed fields. To change their order drag
required field’s title and drop it where you need on “Data Levels” box.

Charts Chatts

L= | price * Mone ¥ Min = = | price “ Mone ¥ Min v

Data Levels: | Complete | 10,00 % m] Data : Data Le( fect walie 3 —NEEWTed select value - Data
r P

it

O Low | O Low |

For example, the tasks in your list are grouped by “Priority” and “Complete” fields. In “Data Levels” box
you will see the same sequence of fields. You want to make a diagram per “Price” field.

By selecting “Priority” field in “Data Levels” box you will diagram “price-priority” relation (the value of
“Price” field for each value of “Priority” field).

Chasts aza

B = price w None ¥ Mn M

DﬂaLwch@z_h‘:m Complete - Data Customize Chast | - (Il Column disgram
45

4

3.5

3

25

2 O price
15

I

0.5

0 #

Low Maitnal Highsat

Left click on “Select value” drop-down list to select one of the values of “Priority” field that the tasks of
selected task group have or click on the corresponding diagram for this value. For example, you select
“Low” priority and in that way you diagram the values of “price” field for each value of “Complete” field of
the tasks with “Low” priority.
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w Mone

Carplete

price Faor Low is 4

Low

Mormal Highest

Chatts

* Mone *  Min

3

W
-

& &

Data Levels: | Priority | Lo

Complete [EEEEE N

Data

Customize Chart |_[[[|_ Column diagram

Lo A TR T R ) |
A S T T T S SR R |

O price

10,00 %

50,00 %

By selecting definite value of “Complete” field from corresponding drop-down list or clicking on the

diagram for this value, e.g. 10.00 %, you will
“Complete” value (10.00 %).

diagram the price value of the tasks that have selected

* Mone

Charts
D E = | price
Data Levels: | Priority | Low

51

5 .

4 ]

3 .

2 7 Q

1 .

a ] price for 10,00 % is 4|

50.00 % "

OR

10,00 %

50,00 %%
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2

Charts @3@
B price » Mone ¥ Mo ¥

Dusks Levels: | Priorky | Low | Complsbe | 10,00 55 Mm
4.5

4

a5

3

25

2 [ price
1.5

1

0.5

0+

Ciscies the plan

You can return to required data level by selecting corresponding field on “Data Levels” box or right
clicking on the diagram in series.

8. Print out required diagram or preview it and create your own print design by clicking on “Print...” or
“Preview...” button on Charts toolbar correspondingly.

Charts

price  MNone W Min o

-

1
Prink...
Data Levels; | Priority | Mormal - Complete | 40,00 9%
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4.2.14How to send task groups by e-mail

To send task groups by e-mail use following steps:
1. Enter SMTP settings
2. Start VIP Task Manager, right click on required task group and select ‘Sending task(s) by Email...’
from drop-down list

Marne I Info
Note: (=0 [Company |
- E:'-".J/:
- To select several task groups 5|2, Defining The Proje & 1o Task s
simultaneously, click them while = 7. 3. Planning The proje © M=% G21R g |
holding “Ctrl” or ‘Shift’ (if task o ke you ot @ M o
ST e | B Delete
roups are one by one) ke B i
g p y ) y @) |Write down depend Duplicate Chrl+D

@ | Group tasks under ¢ Insert copy of task group...

@) Estimate how much |
) [Tdertify activiiesty 0l P renuenee fask |
i@ || Prioritize p.I.anned-ac
S Make a communicati

iy | Carry ot a Full rigk | /@7 7TEAEE AT

: (@ | | Appoint & keam men |
i@ |Filter your project ft . Custom fislds options
1| |Make a Gantt chart

' v
i) | Make a milestone pl: et

g Cl-'neckthe projgctb 5arting & |

: i@ | |3et a redlistic deadli Mave ba archive
@ |Filker your project fi

“igh [ Make vour project F ‘ s Expand Al

Collapse all

j @ | Appoint a beam men *

i@ |Write down depéﬁd

o "°'|3_|3°i"'t a beam men Export/Prinking

Faboa ue ahatie de < dicemerer————

3. Check data sections you want to be sent with task group

Setting parameters for sending tasks via E-Mail

General — task group name, task group
this task group belongs to, total Estimated |
& Actual Time of the tasks of selected task | (30

group, average completion percent of the ) co
tasks of selected task group | i
. h f 2, [¥] Assignments
Assignments — the names of resources i
selected task group is assigned to 5 [7] Notes

#5171 Comments
i@, [ ] History

Custom fieldz

Notes — notes of selected task group

History — a history of task group changes
Custom fields — names and values of i
custom fields selected task group has

Back [ Net | [ Omse |

Note:
Attachments and Comments data sections make sense only for the tasks.You can check them
for task groups, but they won’t be included in the e-mail.

Tips:

To quickly select all data sections click on 22| button
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oo
To quickly uncheck all data sections click on button

4. Click ‘Next’ button

Setting parameters for sending tasks via E-Mail EJ

@ General

2, Agzighments
,_f_lj Attachments
.,Cir Mates
3{-:_ Comrnents
@E; Higtay
@ Custam figlds

[#]itlzo send attachments

] in I B
Back _, Cloze

5. Select ‘Custom list’ radio button and check resources for sending e-mail

Setting parameters for sending tasks via E-Mail

{7 Azsigned resources(for task only)

Lgdergiciﬁq&m:”?ﬁg I:rlemurc:m who have e-mail [ﬁ @
o B
[ John Doe [] Madorna
[] Ivan Suzanin [] Lew Talstay
[] Emst Neizvestny [] Backstrest boys

Ringo Star

Additional e-mal list: | |

| Bak [ Ne | [ Ome |

Note:

e ‘Assigned resources’ radio button makes sense only for the tasks. If you select it for task groups, the
error message will appear.

Tips:
- i
To quickly select all resources click on 2 button
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og
To quickly clear resource list click on button

6. Enter additional e-mail addresses selected task group will be sent to into corresponding entry field.
Several e-mail addresses are separated by comma or semicolon

Setting parameters for sending tasks via E-Mail

() Azsigned resources(for task only)
() Custamn list

The lizt containg only resources wha have e-mail
addrezs in 'E-mail' field

EE| (OO
EE| (OO

[ John Doe [] Madorna

[] van Suzanin [] Lew Talstay

[ Ernst Meizvestny [ Backstrest bays
Faul McCartney |:| Klintan

[] Ringo Star

Additional e-mail list: salesdepartment@yahuu.cunD |

| Back [ me | |

7. Click ‘Next’ button

Setting parameters for sending tasks via E-Mail

() Aszigned resources(for tazk only)
() Custom list

The list containg only resources who have e-mail
addrezsz in 'E-mail field

EE( OO
EE| |00

[] John Doe

] Ivan Suszanin
[] Emst Neizvestny
Faul McCartney
] Rirga Star

] Madonna

] Lev Tolstay

[] Backstreet bops
] Elintar

Additional e-mail list: |salesdepartment@yahuu.u:u:nm |

Back M Cloze

8. Select required template from ‘Templates’ drop-down list. This template defines the view of outgoing
message.
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Setting parameters for sending tasks via E-Mail r’)__(|

tTempIates |De

Meszage header:

M eszage foater:

| Back || Ssend | | Obse |

Note:

e You can create your own templates, go to the folder with VIP Task Manager product (by default it’s
path is C:\Program Files\VIP Quality Software\VIP Task Manager Professional) and put them into
XSLT’ folder. After that your templates will be available in ‘Templates’ drop-down list of ‘Setting
parameters for sending tasks via E-Mail’ window.

9. Enter the header of e-mail into ‘Message header’ entry field

Setting parameters for sending tasks via E-Mail

Templates | Default 2zl L

M eszage header:

M eszage foater:

| Back || Send | | Close

10. Enter the footer of e-mail into ‘Message footer’ entry field
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Setting parameters for sending tasks via E-Mail

Templates |Default.:-:s|t v-|

tdezzage header:

Mew tasks

teszage footer:

lzaze, do it az soon as possible

Back ] [ Send J [ Cloze

11. Click ‘Send’ button

Templates | Drefault wzlt w |

Mezzage header:

Mew tazks

Mezzage footer;

Fleasze, do it az z0on as pozsible

12. Click ‘Ok’ button in appeared information message. Your e-mail will be sent when timeout is finished

i ] 1 messagels) have been sent o query.,
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4.3. Resources

4.3.1. How to create a new resource

There are several ways to create a new resource.

1. Click on “New Resource” button on Resource List toolbar.

. File Wiew Tools Help

Task List || Task Tree | Calendar

. (¥
P (o | A

;]a: Mew Resource (Ins)

o @ W .

2. Press “Ins” key

L= IR
B -

#a

Resource Lisk

Marn

3. Right click on Resource List grid and select “New Resource” from drop-down list

| Tarne
| admiriistr ator

John Doe
EI\-'an Susanin

;Ernst Meizvestny

o Edit Resalitce

4z Delete Resource

E-Mail

Fa

| Joe Black

|Paul McCartney 4z Delete all preset filkers

éRingn Skar

 Prr— = Print Preview...  Shift+Cerl+P

4. Double click on Resource List grid

In “New Resource” dialog on “General” tab enter
resource name, e-mail, department, job title, address
and phone into corresponding entry fields. Into
“Password” entry field enter the password that you
will be asked during program setup. Assign
“Login”, “Assignment” and “Administration”
permissions to resource if required and click “Ok”.

MNew Resource

eneral

M ame:
E-Mail:

Department:

Addrezs:
Phione:

Pazzward:

Permiszions

Login

Job title:

7+ Roles | =¥ Naotifications | 5% ‘Watch List
Joe Black
loe(@yahoo. com
developrment
developer
Cueen str, B

1234567
s

Assignment [ Administration

l kaAI | 3 Cancel |
l}nkl

B
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4.3.2. How to edit a resource

There are several ways to edit a resource.
1. Select required resource and click on “Edit Resource” button on Resource List toolbar.

Task List || Task Tree | Calendar | Resource Lisk

m®:$ N EE

- ol Edit Resource (F4) | 22 3

i P R . Mame

2. Select required resource and press “F4” key
3. Right click on required resource on Resource List grid and select “Edit Resource” from drop-down list

Administrator

D e —
Mew Resource Ins

Ivan Susanin T

et Neizvestry | (@ i A

Ioe Elack z; Delete Resource Fa

Paul McCartney ; Delete all preset filkers

Ringo Skar

Madonna = Print Preview,,.  Shift+CEl+P

Kirknrmw = Prink... CHeP

4. Double click on required resource on Resource List grid

Tip:
e To edit current resource setting select main menu command [File -> Edit User Profile].

@ VIP Task Manager, Professional
Wiew Toaols Help

Change User,, |

Edit User Ern:-hIEe h

Archive mode

Edit name of roak kask group

Fxnnrt Wiew Tn Ferel. .. i
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4.3.3. How to delete aresource

There are several ways to delete a resource:
1. Select required resource and click on “Delete Resource” button on Resource List toolbar.

Task List | Task Tree | Calendar | Fesou

h NG |E| -

a
o+ Roles  Delete Resource I:FE!}|

Select required resource and press “F8” key

Select required resource and press “Delete” key

Right click on required resource on Resource List grid and select “Delete Resource” from drop-down
list

ron

E.ﬁ.dministratnr

%, Mew Resource Ins I

|Tvan Susanin

I - Edit Besoyrce F4
|Ernst Meizvesktny
Joe Black Delete Resource

o)

;F'EI'-" MeCartney & Delete all preset filkers
|Ringo Star
T = Print Preview,.. Shift+Ctrl+P

In confirmation window click “Ok” if you want to delete this task, or “No” if not.

Confirm rg|

<P Lo wou really want ko delete selected records(1)7?
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4.3.4. How to create a new role
There are several ways to create a new role.
1. Click on “New Role” button on Roles Panel toolbar.

:;2—-' Roles X |

E@éﬁ‘ .

oo Mew Role|  Name
1 Trindirnitad

2. Right click on Roles Panel grid and select “New Role” from drop-down list

&U Roles Z B0

F, P .

Mame ‘

[ |unlimited

3. Double click on Roles Panel grid
4. In “New Resource” or “Edit Resource” dialog select Roles tab and click on “New Role” button or
press “Ins” key

Edit Resource

@ Generall 2 Roles |""" Motifications | = watch List |

Mew Role (Ins) Bals

rlirmited

[
[] |Team Leader
]
Ll

Team Member
Developer

Sales manager

] - b ark.eting

.




VIP Task Manager Pro User Manual 272

4.3.5. How to edit arole

There are several ways to edit a role.
1. Select required role and click on “Edit Role” button on Roles Panel toolbar.

‘fg-? Roles P, |

§ A"‘%@? -
Edit Rale t\.lame

[ |Unlimited

EI Developer

2. Right click on required role on Roles Panel grid and select “Edit Role” from drop-down list

:;2—*' Raoles P |

Ef’kf.fxﬁv

Mame

] |unlimited

,33' Delete Raole

3. Double click on required role on Roles Panel grid
4. In “New Resource” or “Edit Resource” dialog select Roles tab, select required role and click on “Edit
Role” button or press “F4” key

Edit Resource

|@ Eeneral| %"' Rales |*"* Muotifications || :’%*’ “Watch Listl

EE OO | J !
mE OO @f{ﬁ
.. . |

Edit Role (F4)[ .~

Inlimited
Team Leader
[N T=am Member

Developer
Sales manager

OEO

b ark.eting

.
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4.3.6. How to delete arole

There are several ways to delete a role:
1. Select required role and click on “Delete Role” button on Roles Panel toolbar.

:’L Roles 28

Delete Role

1 |unlimited

2. Right click on required role on Roles Panel grid and select “Delete Role” from drop-down list

‘ja_-' Roles P |
i o
Mame Ac
[T |unlimited ke
I:. ~s, Mew Role
“.; Edit Role

&l Del e Role

)

3.
“Delete Role” button or press “Del” key

Edit Resource

EE OO0
mE 00 | e, @

Delete Role (Del)

Unlirited
Team Leader
[] REEEE

Developer
Sales manager
Marketing

=

.

In confirmation window click “Ok” if you want to
delete this task, or “No” if not.

 , Doyou really want ko delete selecked recards{1)?

In “New Resource” or “Edit Resource” dialog select Roles tab, select required role and click on
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4.3.7. How to assign resource(s) to role

Resources may be assigned to particular role by using following steps:
1. Open “New Resource” or “Edit Resource” dialog
2. Select “Roles” tab

3. Select the role you want this resource to assign to
4. Click “Ok”

Tips:
EE
e To quickly select all roles, click on =& (“Check All”) button

oo
e To quickly clear the list of roles, click on =2 (“Uncheck All”") button

Edit Resource E|

e T R .
) Gereral| o+ Roles | <% Natifications | 2% ‘watch List

EE OO | sf &% o4

Raole
Irlirmited
Team Leader
Team Member
Developer
Salez manager
b arketing

.
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4.3.8. How to assign permissions to role and resource

Use following steps to allow or deny roles or resources to manage task groups:

1. Select Task Tree view

2. Select required task group
3. Go to Permissions panel
4

Change the permission to view, create, edit, delete or set permissions opposite required resource or role
by using Permissions toolbar or right clicking on this cell

Eile Wiew Tools Help
Task List | Task Tree | Calendar | Resource Lisk

oF T 0" oy B O ©

“{" Filters - Task Tree Z 8
Current hd Ry~ =

- Common

Mame

j(]

Skakus "

Priority v
- By Date

Date Range v

Petrmissions

13

-

=@l

$ 11|28 s |(EE.

Mame

Company

]

X _
T TITE FToeCe

@ Appoint someone to be responsible For the praject quality
) |Define areas be included in the project scope

@ Describe what each person does in the project

@ Describe what each person does in the project

@) Describe what each person does in the project

@) |Discuss the marketing plan

@l Ensure each team member has the skills required

4

Task group: "1, Getting Started'

Raoles
Administrator
Backstrest boys
Ernskt Meizveskny
Ivan Susanin
Joe Black.

Inhbm Mna

Wig Create Edit Delete
Allow{By Pare Allow{By Pare AllowBy Pare Allow(By
DEI'I':."l:B':." Pare iy l:'l'ﬂ' n_d_. L T o P i | I'I':."l:E':.'

FR | ited F P k
Ceny(By Pare (&7 Deny(B 5 rierhec From Faren b By
Deny{By Pare Denwi{B = el By
’ Dy ]
Deny(By Part DenyiE B vl By
Allmna ] | P [ Ry | YT T Allmaa

Setting permissions

Allowe{By Parent)
Derv(By Parent)
Derw(By Parent)
Drervy{By Parent)
Derv(By Parent)

MarwiFu Darankh

Info
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4.3.9. How to filter resource

To filter resources on Resource List grid by particular column click on this column header to open
drop-down list, select required department or job title to display only resources assigned to this department
or with this job title.

If you want to display all resources without filtering, select “(All)” from drop-down list.

E-Mail ob itle W Adrinistrato
sl ru Developer
(Al |
00,C0m (Custann,..) |
TN, Com |
MOWn, Com Singer k
ko, com, ua Unknown
kn quide T
il L president /]
singer
unknown i
' =
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4.3.10.How to set task notifications

To set task changes notifications use following steps:
1. Open “New Resource” or “Edit Resource” dialog
2. Select “Notifications” tab
3. Select required fields to be informed about
4. Click “Ok”

Tips:
EE
e To quickly select all task fields, click on =2 (“Check All”’) button
oo
e To quickly clear the list of fields, click on 22 (“Uncheck All”) button

d

W) Gereral | 5 Fh:ules| = Motifications |-d{ \Watch List

EE OO
EHE OO

Event Types
Tazk [Change "Actual ime"']
Tazk [Change “dttachments"]
Tazk [Change "Comments"']

[ 3

T ask [Change '"Complete’']
Taszk [Change "Due Date"']
% Tazk [Change "Eztimated hime"']
Taszk [Change "Finizh time"']
Task [Change "Mame"] R

] 5ending natifisations by E-mai

w Ok ] IXEancel]
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4.3.11.How to assign supervised resource

To assign supervised resources use following steps:
1. Open “New Resource” or “Edit Resource” dialog

Select “Watch List” tab

2.
3. Select required resources from List of supervised resources
4

Click “Ok”

Tips:

EE
To quickly select all resources, click on =& (“Check All”’) button

oo
To quickly clear the list of resources, click on 58 (“Uncheck All”’) button

Edit Resource | X
W) Gereral| 7' Roles | ©* Nu:utifiu:atiu:unsl = watch List |

==
EE

oo
oo

List of supervised resources A
[ |Administrabor
[ ] |John Doe
l'van Susanin
[] |Emst Meizvestry
[ |Paul McCartney

% Fingo Star
b adonna

[ | Kitkarow
[] |Lev Tolstay

[ R o T DT %7

Ok ] ’ 3 Cancel
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4.3.12.How to sort resources

Resources can be sorted within any column by several ways:
1. Left click on column header. To change the direction of sorting, left click on this column header

again.
2. Right click on column header and select “Sort Ascending” or ’Sort Descending” from drop-down
list
Marne Department % E-Mail
Ivan Susanin quide wvanya@mail . ru
Kirkoraw ark
Backstreet bays ark bovs@ryahoo,com
Jobin Doe Lnkniown j.dos@unknown, com
Ringo Skar Team member ringo@unknown, com
Lew Tolskoy Team member tolskoy@unknown, com, ua
Madonna Team Member madonna@unknown, com
Klinkon Marketing k@rmail, ru
Ernsk MNeizvestny Development
Paul McCartney Developrment mC@unknown, conm

OR

Department “-Mail
id
= Sort Descending -

ark
Clear Sorting

s ark
Lnkniovin =4 Group By This Field
Team member Group By B
Team member ua

To clear resources sorting right click on column header and select “Clear Sorting” from drop-down list.
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4.3.13.How to group resources

Resources can be grouped by any column by several ways:
1. If there is no grey space above Resource List grid right click on column header and select “Group
By Box” from drop-down list. Then drag this column header and drop it on the space above

Resource List grid.

EmE %l Sott Ascending

%l Sart Descending

n Doe

7 SUSanin

st Meizvestny =4 Group By This Field

b

Department b

Black Group By

| McCartney -

J0 Star [=]| Foater

lonna | Group Foaters

Marme Crepartment I, b -
sAdministrator s Eepartment %
Joe Black, Mame
Ernst Meizwestny Development rl F—
Paul McZartney Development mo@unknown, oo
Joe Black

Klinton Marketing kli@mail . ru e ——
Madonna Team Member radonna@unknoy Paul MeCart b
Ringao Star Team member ringoi@unknioen, o éLI ciZarkney
Lew Tolstoy Team member tolstoy@unknown Klinton
John Doe j.doe@unknown.c

Unknawn

[ P

Development
Development r
Marketing kl

2. Right click on column header and select “Group By This Field” from drop-down list

Mame

Department

adrministrator

2| sort gscending

Joe Black,

Zrnsk Meizvestry
2aul McCarkney
<lintan

Wadonna

Singo Skar

il Sork Descending

Development Clear Sorting

Development
Marketing

|Group By Box
Tean Member

Tean member Footer

MO0, COM

ru
A@unknow
inknown, oo

If you want to group resources by several fields simultaneously, group by each field step by step using one

of the ways mentioned above.

Departrient w

Mame

&

& Job T%e w

E-Mail

+ Department : guide

+ Deparkment : ark

TP e

T PR,

Job t
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4.3.14 How to export Resource List

There are several ways to export Resource List view to MS Excel or HTML.
1. Select main menu commands [File -> Export View To Excel...] or [File -> Export View To HTML...],
enter export file name and path in “Export File Name” dialog.

¥ VIP Task Manager Professional [ Use
: Wigwe Tools Help

Change User. .. ce Lisk
Edit User Profile E' |
Archive mode 1

Edit name of root task group

Export Wiew To Excel...
Export Wiew To HTML...

Irnpoart MPEML.

2. Right click on Resource List grid and select “Export View To Excel...” or “Export View To HTML...”
from drop-down list, enter export file name and path in “Export File Name” dialog.

Adrninistr akor

#, Mew Resource Ins
ED Sus-anin - Edit Resource F4
Ernst Neizvestny ¢ Delete Resource F&

Joe Black,
Paul McCarkney 4 Delete all preset Filkers

Ringo Skar

T = Print Preview, ..  Shift+Chr4-P
Kirkaroy (=) Print. .. Chrl+P
Lew Talskay

Backstreet boys Export Wiew To HTML. ..

Klimkrr
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4.3.15.How to print out Resource List

There are several ways to print out Resource List view.

1. Select main menu command [File -> Print...], enter print settings in “Print” dialog and click on
“Print” button.

0 VIP Task Manager Professional Prinker
5 Wiew Tools Help Mamne: ‘E W\winserveriSamsung ML-1710 Series j Properties. ..
_' change User... ] Skakus: Ready Mekwark. .,
; Edit User Profile Type: Samsung ML-1710 Series
: _ Where: IISBEO01
Archive mode |
| Cormenkt:
] Edit name of root task group |
: [~ Print to File |
M Export Wiew To Excel... I‘
I .
[ Export View ToHTML... : PEREGENE e
| i all Murnber of Pages: Al 2
[ Import wRsmL... =
[ " Current Page hurnber of Copies: =
[ Import From Qutlook, ..
" Pages: |1-1 [ Collate Copies
[ | Enter page number andjor page ranges
= Print Preview,., Shift+Chrl+P ] separated by commas, For example: 1,3,5-12, . 1 5 z . 3
Exit ]
Page Setup... | Presiew. .. | Print Cancel |

2. Right click on Resource List grid and select “Print...” from drop-down list, enter print settings in
“Print” dialog and click on “Print” button.

é.ﬂdministrator

#, Mew Resource Ins
UL Sus-anin _» Edit Resource F4
52;5;':::\’&5'2”? 13 Delete Resource Fa
Paul McCartney | 4 Delete all preset fiters
Ringo Star

Madonna =
Kirkorow |

Lev Talstoy Export Wiew To Excel,..
Backstreet boys -

nnnnn F Wimi T LTRAL

3. Press “Ctrl + P” keys.

You can preview Resource List view, create your own print design using several
ways:
1. Select main menu command [File -> Print...], click on “Preview...” button in “Print” dialog.
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Printer
Marmne: ‘E ViwinserveriSamsung ML-1710 Series j Properties. ..
Status: Ready Metwork. ..,
Tywpe: Samsung ML-1710 Series
Where: USBOOL
Comment:
[ Print ta File |
Page range Copies
i al Mumber of Pagas: All A
" Current Page Humber of Copies: =
™ Pages: |1—1 [ Collate Copies
Enter page number andfor page ranges
separated by commas. For example: 1,3,5-12. . 1 ) z 3 Y
Page Setup... Preview. .. *' Print | Cancel ‘

2. Select main menu command [File -> Print Preview...].

& VIP Task Manager, Professional

EEiew Tools Help

Change User, .,
Edit User Profile

Archive mode

Edit name of rook task group

M Export View To Excel. .,
Export Wiew To HTML. .,

Impork YPEML, ..

Import fram Outlook. ..

Chrl+P
shift+Ckrl+P

3. Press “Shift + Ctrl + P” keys.
4. Right click on Resource List grid and select “Print Preview...” from drop-down list.

Adminiskrakar
5, MNew Resource

Ivan Susanin ,
= -+ Edit Resource
Ernst Meizwestmy
Joe Black

Paul McCartney

2z Delete Resource

¢ Delete all preset filkers

Ins
F4
Fa

Ringa Star
Madonna
Kirkorow
Lew Tolskoy

(= Print. ..

Fynnet Wiew Tr Ferel. .
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How to create print design see How to work with Print Preview Window




