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1 Introduction

1.1. What is VIP Task Manager

VIP Task Manager Standard Edition is a client/server software for team collaboration without any
restrictions. All users can simultaneously access the common database through Local Network (LAN) to
see, add and edit all tasks. It is the best solution for sharing, tracking and reporting tasks within the team
easily and quickly.

VIP Task Manager Professional Edition is a client/server software for team collaboration based on
access permission. Authorized users can simultaneously access the common database through Local
Network (LAN) to see, add and edit certain tasks, if they are grunted 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 Start Up

2.1. Step 1. Setting

2.1.1. Setting Workflow

After you have successfully installed VIP Task Manager, you can start organizing your company activity,
roles, resources and workflow into one common database.

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

company.

@ Task Groups (O X | @ Task Groups O ez |

_ " o &) : i

o é :

Pl ey Gw o - Lot ey T e !
@ Production o —igr 'Start-Up' Project 0
o Sales . 0 i Stage 0
i@ Marketing 0 i@ Stage 2 0
o Eustnnjer Service 0 i@ Stage 3 1]
© Technlc§|5uppnrt a =g Launch' Project O
i@ Accounting o i@ Stage 0
@ Human Resources 0 i Stage 2 1]
@ Administration a i@ Stage 3 0

Process-oriented

o Task Groups =3EB o Task Groups =3EB
e oF .y e oF .y

50*04- E.: - 50*04- E.: .
- o XN - o EXI
=g Shower Gel 0 o IEM 0
@ Orange droma 0 g Wwall-bd art 0

o Lemondroma 0 g General Motors 1]

i@ Apple Aroma ] g Boeing ]

=li@ Shampoo ] i@ CocalCola ]
e Forben 0 g Procter & Gamble 0

e Forwomen 0 g McDonalds 0

i For Kids i o AlGE i

Product-oriented

The parent Task Group is created by default and has a name of the database file. You can rename it if you

want.

Project-oriented

Client-oriented
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Edit Folder

ES

i) General | 2 Resources | & Note || 2% Watch List

@ TaskList-Groups (=) 22 B3 @ Task List-Groups =) 3¢ E3 anes |F'r':'i'3'3tS |
:“ G e B 3 - Tazk Group: |Eompany vl
: 0" o Gy | i B : P
_@_—, . B_?% ew Group (Chrl+aE) .
I Qfﬂk[}_l ’ 3¢ Cancel l
Select Task Group  Click on New Group button 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:

Edit Folder

K

‘-_J.‘-' General | 2 Fesources | (& Mote | 2% watch List

o' Task Groups = & &3 o Task Groups B | Name:@lF’ T ask. Manageq ) |
: o e &3 Eﬁﬁ‘%q [T Taszk Group: |F'n:uducts »
L@ ey L. - e &% MNews Group (CtrI+G)|:
[=) @ Cormpary i =g Compang 0

o Departments i - Departmentsz 0

i@ Projects i o' Projects 0

° © 0|

o Clients i o' Clientz 0

[ P ﬁ [ 3 Cancel l

Select a Task Group Click on New Group button Enter Name of Task Group and click OK

Another important thing you should do is to create personal Task @ TakGrows EZEA
Group for each team member. They use these folders to manage
minor tasks (ex.: the tasks they should do to complete the tasks 3
assigned to them by their manager). By default no one else except ~© ©*
for that particular user will be able to see his or her Task Group and | =® Fomeary

=g Projects

0

.. . . . 0
tasks in it. Let's not do it now as there is an option to create these & Stegs 1 .
0

0

or oy &

Task Groups automatically when adding new users (see Setting @ Stage 2
Resources). o Stace
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Task workflow may start 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.

Each company has its own workflow so you can create your own Task Statuses, edit or delete those set by

default.

@ Edit Workflow

i | 1

N workflom |

Diafault

|

Hadedll T8

Active  Mame

X

Comphets ralated Complste Notheaton WFML dstus  Color Image

Ciested  |[¥]
In Progress [v]
Cancelled [
Coenpleted | [#]
Veshied |1

0z On
1%-95% On
Dn

On

Created
Open
Canceled
Ok

Neore

Menu 'Tools' -> 'Edit Workflow"




VIP Task Manager Start Up 8

2.1.2. 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.

Rezource Assignment = A

o ]

-

r % i S -
Talﬁ(: #15 - "Hold a meeting with all concerned”

M ame Department Job title S

1 |Administrator

[] John Doe [k rotn ko

[] |lvan Suzanin quide quide

[ |Emst Neizvestny Development Developer

Joe Black, LNk o

=1 — — : e L
& Motes |25 Comments .a'._ Taszk hiztore | Attachments | 2 Resource Azsignment

Click on New Resource button

General tab allows you to enter some Resource [ N——— X

information such as name, e-mail, department, job

: : ) General | % Nalifications | 2% Watch Li
title, address, and phone number. If a Resource is a oo Silcaien atch Lis
user of the program you should grant check Login Mame: |Emnst Neizvestny
Permission set a password for Resource to log in. EMal | motorolochka@mailr

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 Job title: | Developer
Assignment Permission. If a Resource is allowed s [T
to create, edit and delete other Resources, you
should check Administration Permission.

Department: | Developrent

Phone: | 7415285

Set password, |

e Enter Resource information
e Check or uncheck checkboxes

e Click OK Login q%'-\dmlmstratmn

| wok | [ 3 cancel |

Permizzions
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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

You will be asked if you want to create a personal folder for each new
user. Click 'Ok’, if you want to. Your employees or team members can

Start Up 9
Edit Resource Pz|
) General | = Motifications | % wiatch List
EE OO
EE OO0
Event Types i
Tazk [Change "Actual ime")
Task [Change “Attachments™)
Tazk [Change "Camments"']
NN 7=:k (Change "Complete")

Taszk [Change "Due Date")

Tazk [Change "E ztimated time")

Tazk [Change "Finizh time""]

Tazk [Change "M ame"'] w

K &=

%S ending notifications by E-mai

a Ok ] [XEancell

(O |

@ Tazk Groups

o er @3

use these Task Groups to manage their own tasks or any small tasks that

don't have to be in the common Task Groups. This will help you avoida = ¢ ©*
mess in Task Groups panel and Task List view. Each user can easily set
filter to see Tasks in his personal Task Group and in common Task
Groups, ex. Marketing, Sales, etc. but not in a personal Task Group of a
certain John Doe. If you want to know how to set filters see in Step 5.

Tracking and Reporting

=@ Company

0
=g Projects 0
@ Stage i]

]

@ Stage 2

troll B b kA arli
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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.

X

New Task b
& Mate 25 Comments 29 watch List .4‘;‘.._ Histaory
) General | @ Reminder 2 Resources 4l pitachments
@me: |VIF' Task Manager Purchase D

[ -
a
Priaiity: Task Group: |1. Getting Started v|
E stimated Time: Actual Time: | EXEETE
[]Due Dats
[] DatetTime
StaltTime:| | | |
Firish Time: || |
[ a Ok ] [ ¥ Cancel

Enter Name of the Task

New Task x|
& Note 2=| Comments 2% watch List 1 Histary
".-_;.'-' General | @ Feminder “*Jw Resources 4 Attachments
M arne; |\-"IF' Tazk Manager Purchaze |

— =
by 6 Mormal ~ \ Task Group: |1. Getting Started vl

<& Ungent

6 Mormal

Low w | Complete: m
B Lowest
[JDatekTime
StaltTime:| | | |
Firish Time:| || |
[ o Ok l ’ 3 Cancel
Select priority of the Task
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You should assign the task to a certain Task Group or sub-Group. When planning a task we recommend
you to set Status 'Draft' which Notification mode is disabled so you can edit it without sending or getting

Notifications.
Mew Task [‘5__<|
& Naote 'l_-i Comments 29 \watch List u‘i-_ History

2. Resources 4 Attachments

) General 907 Reminder

M ame: |VIP Tazk Manager Purchaze |

ésk Group:

Prioity: 1. Getting Started |
; By - =
Estimated Time: |2 weeks V| Actud @ @ @z | o ey A
Iarme =
R oy s o i iﬁtting Started :
@ 2. Dhfining The Project 19
Status: Craft -
atus: | 4¢ Dra :I . @ 3. Planning The Project 28 ||
|:| Due Date 15 @ 4. Monitoring The Proje 22
@ 5. Clasing Down 10
©" John Doe 1 z
[ DatekTime L -
svat Time: [07507 o [T v o ] [ X
Finish Time: || | ‘
’ a Ok ] ’ XCancell

Double-click on Task Group

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

e Select Note tab
e Enter Text
e Format Text

e Click OK

New Task E|
s—fs Mote "1_-5 Comments 29 watch List .ﬁ'._ History
b_’-' General | 'fflf‘? Reminder 2 Resources £ Attachments

Mame: |\-f|P Task Manager Purchaze |

Friarity: Task Group: |1. Getting Started
Estimated Time: Actual Time:

]

tatus: | g Draft v\ Complete:
[ Due Dite g DI 1
p In Progress g
[] DatedTjime s Cancelled |
Completed
Skart Time: é ‘v"erif!?ed ) 1
Finish Time: : |—|

[ w Ok ] [xCancel

Select Status of the Task

New Task | |
u)_.' General fe' Reminder 2 Resources 4 Attachments
& Hate | 2= Comments 2% watch List @) History
[=|= = | @ (2 G |= |l 5

WIP Task Manager Professional Edition 15 a chentfserver
software for team collaboration based on access permission.
Authorized users can sunultaneously access the commeon
database threugh Local Networke (LAT) to see, add and edit
certain tasks, f they are grunted appropriate permissions. It is the
best solution for planmng, scheduling, sharing, tracking and
repotting tasks, appointments, projects, and any company
activities in small and muidsize business, government and non-
government institutes, non-profit and educational organizations.

’ Vﬂkk‘l ’RCancel




Select Link or File

Edit Attachment

VIP Task Manager Start Up 12
You can attach a Link or a File to the task. If you New Task (X
select Link, it will connect the task with a page in ® Note — B> ot Lit T
the Internet or a file stored at your PC or in a QD Gereral % Reminder 2 Resouces (1 Atschments )
shared folder in the Local Network. If you select
File, it will automatically upload a file to the NERIEX
database. The attachments will be displayed in Ty T st Dessipton
Attachments panel at the bottom, when the task is
highlighted.

e Select Attachments tab
e Click on Add Attachment button
’ & Ok l ’ xCancel]
Edit Attachment rz| Edit Attachment E|
Lirk

URL: Fe k E]| LRL: |www.taskmanagementsnﬂ.comf’dnwnload:’ E]|

D ezcription: | | Dezcription: |‘\-fIF' Tazk Manager Purchaze |
v oy (o]

Enter hyperlink, its description and click OK

%]

URL: |E:'\F'rice Ligt sz

(]

D escrption; |EH|:I|DIE the priced

w Ek ¥ Cancel

Select the path to file, enter file description and 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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Mew Task E|
| @ Mate || &: Camments || a“‘ Wwhatch List || @FE Higtary |
General || % Reminder || .S} Resources | 4l attachments

= '%@4

Type

Open Attachment (Ctrl+0)|

Lirik, hittp: /v, tazkmanagementsoft

D ezcription

| &0k | [ X Cancel |

Select a Link or File and click on Open Attachment

MNew Task
| é}' Mote || 3—5 Comments || S-" W atch List || @3: History |
) Gereral | 7@ Reminder | 2 Resources | il Atachments
9 @ & @
Type Save attachment: File (Ctrl+5)| Deescription
Lirk, hittp: /A tazkmanagementzoft

| wrok | [ X 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.

e Select Resource tab

e Check Resource(s)

e Click Ok

New Task E|
& MNote “1_—5 Comments 2% latch List Ell_ History
L:)' General 8! Reminder Resources 4 Attachments

e ———
M arme
Adrniniztrator

Backstreet boys
Ermst Meizvestny

Ivan Suzanin
Joe Black
John Doe

Klintat

Lev Talstoy
Madonna

Paul McCartney
Ringao Star

& Ok l ’xCancell
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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.

F Note ,"J_:E Comments || ;'-J_: ‘whatch List || @; Hiztary |
E._:‘.t' General | %@ Reminder || J-_w Resources || 0 Attachments |
Marme: |VIF' Tazk Manager Purchaze |
Friciity: |e Mormal v| Tazk Group: |'|. Getting Started v|
Gtimated Time: |2 weekd W\ Actual Time: |3days v|
0 minutes ”~
arkflow B minutes i
10 minutes = |
30 minutes
Due Date 1 hour
2 hours bl
[]Date&Time
SlarlTime:l | | |
Firizh Time:l | | | Recumence...
[ & Ok l [ 3 Cancel

Select Estimated Time from drop-down menu

| Mate | “1:_—5 Comments || 2% wateh List || 'l_i'i Histary |
) General | %@ Reminder | 2 Resources | 0 Attachments |

Mame: |VIF' Task Manager Purchase |

Priarity: |O Marrmal vl Task Group: |1. Getting Started vl
Estimated Time: |2 ek s v| Actual Time: |3 dayz vl
ok flow | |

Status: |G& Draft v | Complete:

Due Date 1\_
10/10/2007 ~¢|
. 4 (October » 4 2007 »
[ DatekTime MTwTFGSc (b
Start Tirme: |
12346567
Firish Time:| 8 9911 12 13 14 |
15 16 1718 19 20 21
22 23 24 25 26 27 28
23 70 T & Dk ] [ ¢ cance|]

(o) (] |

Check Due Date and select a calendar date
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VIP Task Manager

If a Task should begin at a certain time and finish at a certain time you can set Start and Finish Date and

Time.
|
|

| & Mote || %5 Comments || % Wwiatch List || @‘LI Hiztory
i) General | @ Reminder | 2 Resources [ 4 Attachmerts

Mame: |\-"IF' Task Manager Purchase |

Priciity: Task Group: |'|. Getting Started v|
Estimated Time: Actual Time:
Whork flows I:l

Due Date
10/10/2007 v
gDate&Time \-
Start Time: | 1041042007 v| [173F 5| OAIDay

|4 October b 4 2007 b ._
Firizh Tirne: M TW T F S S :I

1T 2 3 4
8 13 11
15 16 ™18 1
222324252
29 30 3

L (o) ()

4 Ok ] [ xtancell

]
2
3
&

-0 Lm

7
13 14
2021
27 28

Check Date&Time, Select Start Date and Time, Select a Finish Date and Time

Edit Reccurence

e—
m Ewent time
3;— Start: |DEI:DEI — | End: |DEI:DEI — | Duration:
[* ¢
Recurrence pattern
Na 3 Dally (%) Every day
] Wigek]
Pric o b () Every weskday
() Manthly
E shirny
() Vearly
ol
Range of recurrence
Mo end date
Start: |3/5/2007 | ®©
End after: QCCUFFEnCes
o d afl 1
OEndby:  |3/5(2007 v
D
[ [ Ok L\\\J [ Cancel ] REmove recurrence

Finigh Time: | 3/14/2007 v
-
v o

= [ -

Click on Recurrence button and set recurring Task
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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 |z|

| Note = s 29 watch List i©] History |

i) General el Reminder 2 Resouces | @ Attachments |

e Reminder }

oa | | |

() Before Start Tirne v |5 rniriubes ~ |

Start Time
Resources: w |

Diue Date

[ o Ok ] [xcance|]

Select Reminder tab and set Reminder

|
|

| & Mate %-' Comments || :%_* ‘wiatch List || @FJE Hiztory
Q General Feminder | ,,% Fesources || 4 Attachments

Reminder
oa | | |
(#) Befare | Start Time £ | |5 minutes R |
Resournces: v|
e 3/ & | & 55

[ Admimistratar

[] Backstreet boys
[] Emst Meizvestny
[] lvan Suzanin
Joe Black

[ John Doe

[] Kitkoraw

Flintan

Lev Talstoy
[] Madonna e
[] Paul McCartmey
[] Ringo Star I]

| w0k | [ 58 Cancel |

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 =EA

o B | 2 e .
Title Date Created Creatar ~

‘[ 1848 ] Wants to take part in the orchestra 871572006 11:00 AM | Administrator i
[ 1814 ] Ordered a march 23/15,/2006 10:58 AM Adrministrator
[ 1797 1 All the songs should be about love 8/15/2006 10:58 AM Administrator
[ 1780 ] Try to omit the thymes: tonigh - 2o right, miss - kisz 8/15/2006 10:56 AM Adrministrator
[ 1763 ] Leave more music writing for outsourcing 871572006 10:55 AM | Administrator
[ 1746 | Reduce time to 2 minutes for a song 8/15/2008 10:51 AM Administrator
[ 1729 ] Tranzlate songs into native languages 8/15/2006 10:47 AM | Administrator K

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 =-
Mark All As Read [Shift+Chrl+0)

| @ | = . :

ark As Read JCtr+0% | Title Date Created Date Created
[ 1848 ] Wants to take part in the oichestra [ 1848 ] Wants to take part in the oichestra
[ 1814 1 Ordered a march 8/15/2006 10:58 AM [ 1814 1 Ordered a march 8/15/2006 10:58 AM
[ 1797 14l the zongz should be about lowve 8/15,/2008 10:58 AM [ 1797 14l the zongz should be about lowve 8/15,/2008 10:58 AM
[ 1780 ] Try to amit the rhymes: tonigh - <o right, miss - kiss 8/15/2006 10:56 Ak [ 1780 ] Try to amit the rhymes: tonigh - <o right, miss - kiss 8/15/2006 10:56 Ak
[ 1763 ] Leave more music writing for outzourcing 8/15/2006 10:55 AM| |[ 1763 ] Leave more music writing for outsourcing 8/15/2006 10:55 AM
[ 17468 ] Beduce time to 2 minutes for a gong 8/15,/2008 10:57 AM [ 17468 ] Beduce time to 2 minutes for a gong 8/15,/2008 10:57 AM
[ 1729 ] Translate songs into native languages 8/15/2006 10:47 AM| |[ 1729 ] Translate songs into native languages 8/15/2006 10:47 AM
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

Show UnRead Cnly
Tt ber e

[ 1848 ] Wants to take part in the oichestra

[ 1763 ] Leave more music writing for outzourcing

-

% Motifications

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

[ 1712 ] Order more country music

Date Created T HIOTE COUHITY music
81572006 11:30 AM Show Matifications of Highlighted Taskl

8/15/2006 11:00 AM
8/15/2006 10:55 AM
8/15/2006 10:47 AM
8/15/2006 10:47 AM
8/15/2006 10:46 AM

[ 9] Order more country music
[ 1712 ] Order more country music

Date Created
8/15/2006 11:30 AM
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

“» Motifications =EA
@) @ | =] O —L
4
o Date Created Creator o
Show Description —
[ 1848 ] Wants to stra 87152006 11:00 AM | Administrator
Statusz: Draft -> Created
Start: - -> 8/25/2006
Finizh: - -> 8/25/2006
Mew Aszsignments: Tom Jons
Eztimated Time: 30m -> 3h Om
Actual Time: 30m -> 2h Om
[ 1814 ] Ordered a march 8/15/2006 10:58 AM Administrator
Dlue date; - -» 8/25/2006 1200 AM hd
Click on Show Description button
<% Motifications = EE
b |w| o | _—| o Find taskl\_
Title Diate Faskar Creator Task group -~
[ 2]test1 1519525@'195?55]% Administrator  |Marketing

Estimated Time: 0h Om -= Zh Om

1/19/2007 1:25 PM

New Assignments: test
Task has been created

Administrator  |Development

Making Comments

Click on Find Task button

This feature let users add comments to tasks. The program automatically saves the name of the user that
made the comment and time when the comment is made.
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e Double click on a Task Edit Task{#16)

W) General @ Reminder 2 Resources 4 Attachmerts
* Select Comments tab & Mote 25 Commerts | 2% watch List ||'i-_ History
e Enter Comments Lizt of comments:

‘Administrator’ at 12,/04 /2007 13:02 -
e Click Ok Please, dothis task as soon as possible

'John Doe" at 12/04/2007 13:03
| cant da thiz task nowe.

'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 put aff my previous tasky

[

e
T

Tl

B i U iz

=]
=

I VDkl}J [ xI:anceIl
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2.4. Step 4. Management & Tracking
2.4.1. Changing Priority and Order

VIP Task Manager allows you to manage your company or your team Tasks as a 'to do list'. It is very useful
and powerful time and task management tool for prioritizing, sorting, grouping tasks.

Setting priority and order for tasks in the list to focus on main things is the easiest and the most effective

way to improve productivity and achieve more goals much faster.

& VIP Task Manager Standard [ User: Administrator ] [DataBase:

192.168.0.9:C:\Prd

& VIP Task Manager Standard [ User: Administrator ] [DataBase:

192.168.0.

9:C:\Pro

. File Wiew Tools Help

¢ File View Tools Help

Select a task, click on Increase Priority button

: & = ; *, ‘=
ceaeet Tl S olH: oo e e 3T LS |+l
1 h
@ TaskiGroups E1ncraase Priority (ShiFt+CtrI+Up)| e TaskGroups =EZEa Move Down (CE+Down)|
_— P - e o
© o ﬁ’i“ ey @5 - Tur Mame Priority o @ Wy ey ol T Marme Priarity
.E &R Walr Gompany 0 %6 L |Monikat positions n oogle Far main key words Mormal .E S e PR L |Maonibar positions in oogle Far main key words Morrral
@ Projeds T Jl:“"-f‘l':-": ebste raffic : E@ Projects T Analyze webste ratfic — Marmal
- - o
o WIP TeamPre 4 4 3 Call U5 resellers = High o VIP TeamPre 4 4 3 Call U5 resellers = High
@ Mew Product 4 4 4| Call ta DYD bax producar § Marrral ' Mew Froduct 4 4 4| Call ba DVD bax producer § Marmal
© MewSte lau 2 7| 5| Call ko Advertising Comparry 5 Mormal @ MewstelaL 2 2| 5| Call ko Advertising Company 5 Mormal
@ Daily Wark 3 3| 6|Meetthe developmer: department S Hormal © Daily Work 3 3| 6 Meet the developmert department = Hormal

Click on Manual Sorting and Move Up button
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2.4.2. Sorting and Grouping

You can sort tasks within any columns and group tasks by one or several columns to use your To Do List

more effectively.

# VIP Task Manager Standard [ User: Administrator ] [DataBase: 192.168.0.9:C:\Prqg

. Film Wiew Tools Help

deeaee t 18 uE:,

ioF' TaskGroups B8 Drag & column header here to group by Ehat colum

:‘:’_; @ 99 9% S | M Marne Pricrity
E@ four-Company i @ 15| Develop promation plan =! Urgen
E"1ﬁ| Frojes T 19| Test Beta version =1 Urgent
@ VIP TeamPre 4 4| 18 Analyze &l the risks Highest
@ Mew Product 4 4| 25 Analyze al the risks Highest
i@ Mew Ske Lal 2 2| 3 Call IS resellers = High
g Diaily Wark 3 1 |Monitar positions in Goagle For main key words % Marmal

Click on any column header to sort tasks

& VP Task Manager Standard [ User: Administrator, ] [DataBase: 192.168.0. 9:C:\Prog

: File Wiew Tools Help

vewe ee I1T15 "‘7

i@ Task Groups O Prlorlty 5

ol_-‘ 19ﬂ -0? @E ol Nurrbm Mame Inh
[=I Priorizy : Urgent

15 |Develop promaotion plan

o

26
1

=@ Your-Company
- @- Projects 1
----- e VIPTeamPre 4
----- @— Hew Product 4
z
3

9| Test Beta version
(= Prioriy : Highest

& analyzz al the risks
25 Analyzs al the risks

----- g Wew Site Lal
g Daily Worlk

[

Drag&Drop column headers to group tasks
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2.4.3. 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 |+ V(e X
recommend all the users to apply filters that help to focus on actual T et of @ of e
tasks. )

" et Filter | .
You can set filters for a certain Task Group you or your team is =g YourCompany-Name 0

0
working on at the moment. =@ Marketing 0
g Agrezzive 3

@ Direct 4
0

e Select a Task Group in Task Groups panel S & Sales

. . ol LIS Market
e Click on Set Filter button & woldwide | 2
+@- Products 0
Filters panel is a powerful tool to display tasks with a certain names, o Ueileflkee CR
numbers, statuses, priority, date range, owners and assigned | My Filcer @ B %,
resources. = Common Apply Fiter For TaskLi
MName
e Choose filter settings ID
Statuz In Progress,Canc »
. . Friciity MHarmal High W
e Click on Apply Filter button B T =

. . . . A Estimated T | greater Oh 10m
If you use a certain combination of filters often you can save it and

then choose it from the drop-down list.
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2.4.4. 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 Folder

E3
|l-_}' General || 2 Fesources || o Nate| .‘1{“ W atch LiSt|
EE OO
EEFE OO0
List of supervizors Ee
[ | Aadministrator

[] |Backstresat boys
Ernzt Meizvestny
[ |1van Susanin

% Joe Black
John Doe

I I P

| ook | [ 3¢ 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{#65)

| 0 General || @i Feminder || ,% Rezources || 4 Attachments |

& Mate =] Comments 2% Watch List & Histary
[ -k}

==
EE
ag
oo

Lizt of supervizom
Adrniniztrator

Backstreet boys
Ernzt Meizvestny
[van Susanin
Joe Black

Jokin Doe
Firkorow

flintan

&dunna

FPaul McCartney
Ringo Star

| w0k | [ 3¢ Cancel |

Select Watch List tab in Edit Task dialog
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2.4.5. 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(#145)

X]
|

| g' General || ®" Reminder || < Resources || 4l Attachments
- £ N
. Note | 22 Commerts | 20 wiateh List | @, Histary
=
Lizt of changes:

‘Administrator” at 03,/10,/2007 17:53
Task was created

‘Administrator” at 03,/10/2007 17:54
InTime: O -=
Received In Time/Count: 0,00 % -=

approved/Count: 0,00 % -

#vvqg Consolidakion Discount; -2 0,00 %
Cash, % 0,00 % -=

Credit Cards,%: 0,00 % - =

Bank Transfer, %% 0,00 % - =
IsApproved; 0 -=

IsDelivered: 0 -=

T-M im AT Tiram O

[ >

vﬂk%
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2.4.6. Customizing Views

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

Mumber Marme Priority Status | Complete Start Date Finish Date Due Date | Time Left
%l Sort Ascending 5 = Highest|In Progress || 15 % | 5/25/2006 10:00,|9/2/2006 12:00 &
El Sort Descending Lo Zancelled 100 A8 |5/ 26)2006 11:00,)8/31 /2006 12:00,
Clear Sorting E! Urgent | In Progress |[WES % gi21fz2006 | 1d 6h S6m
= Mormal |Draft 0% |8/21/2006 10:00.|5/21)2006 12:00 1|8/21/2006 | 1d &h S6m
=4 @roup By This Field 5 :
— s High |Completed BB 5/2212006 1:00 PI|97/2006 12:00 4
3 Bv B I .
FoLip By B0 Park = Mormal | Draft 0% §21/2006 9:30 A §/21/2006 10:30,
Fooker price Maormal | Yerified 100 % g/21fz006 | 1d &h 56m
roup Fookers Mormal | In Progress |O@0E: (50212006 5:30 & &/21/2006 10:00,
= High | Created 0% |8/23/2006 8:30 & |5/23/2006 10:00 ,
Remove This Column ] .
1 : k anguages = Mormal |InProgress || 5% |8f22/2006 5:30 A |§/22/2006 11:30,
1-"ﬂ Field Chooser f & song = Mormal | Draft 0% 8/23/2006 | 3d 6h Sem
1= align Left ¢ ouksourcing Lo Completed | DRSS |5/27 /2006 10000, 9/5/2006 12:00 &
1= | align Right gh - soright, m| = Highest|Draft 0%  |8f23/2006 10:30.,|58/23/2006 1:00 Rl
1= Align Center _JI: o = Mormal | Draft 0% |8/21/2006 5:15 A |8/21/2006 2115 A
122 Best Fit =1 Urgent | Draft D% |5/25/2006 9:30 A |5/25/2006 11:00,/8/21/2006 | 1d &h S6m
1 Mormal | In Progress | B % |8/21/2006 2:00 PI|S/21/2006 3:30 PI
| BestFitilalcolumns) gy = Narmal | Created 0% |8/24/2006 5:00 A 5242006 2:30 A

Right-click on column header, select Remove This Column
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2.5. Step 5. Reporting
2.5.1. Exporting

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

C:\Documents and Settings\Wser\Desktop\Untitled-2. himl - Microsoft Intell Ed Microsoft Excel - vip_tm_export_view.xls

' ) ) , BE19 - f Purchase VIP Task Manager
File Edit “iew Favorites Tools  Help
& B [ ¢ D E
Mumber Mame Prricrity Status | Complete
- 1
Ml =3 iy | SiEhs | GmpEE a2 F 1 |Destroy competitors' records Highest InProgress T 15%
1 | Destroy competitors' records Highest | In Progress 15 % 37 2 |Buy all the radia airtime Lo Cancelled T 100 %
2 | Buy all the radio airtime Lo Cancelled 100 % 47 3|5ell sangs free of charge Urgent InProgress © 25 9%
| 4 - F
3 | %ell songs Free of charge Urgent |In Progress 25 Y ] B #|3end songs by e-mail Mormal Draft B 0%
If =
4| Send sangs by e-mai Norral |Draft 0% =] i 5 Hfand_out SOngs DI'.I the strests High Completed | 100 <%
ri & | G@ive live concerts in Central Park Mormal Draft 0%
i 4
5 | Hand aut sangs on the streets High | Completed 100 % g r 7 | Cotrelake song price with ofl price Marmal werified ULEA
6 | Give live concerts in Central Park Mormal | Draft 0% 9 & Boost sales in Alaska Marmal InProgress | 70 %
7 | Carrelate sang price with oil price Mormal | Yerified 100 % mr 2| Order maore country music High Created 7 0%
a | Boost sales in Alaska Normal | In Progress 0% 1Mr 10| Translate songs into native languages Mormal In Progress | 5%
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2.5.2. Printing

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

K& Print Preview

File “iew Format Go

22 0 880 E %N EEEEIBDE o ] L | R
Margins  Lefk: 05" Top: 05" Right: 05" Botkom: 0.41" Header: 0.1" Fooker: az"

________ L e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

{Nurnber Marne Pricrity Status | Complete Skart Date Finish Date Due Date | Time Left Folder Assigned

| 1 |Destray competitors' records E Highest |In Progress I 159, |B8/25/2006 10:00./9/2/2006 12:00 A Agressive  |Michael Jacksan
| Burn 'em all
! 2|Buy all the radio sirtime S low  |Cancelled | 5/26/2006 11:00,5/31/2006 12:00, Agressive  |Michael Jacksan
| 3|5ell songs free of charge %! Urgent |InProgress .25 S &/21)2006 | 1dSh 49m |Agressive  |Michael Jacksan
| Time Limited Offer
| 4|5end songs by e-mail % Mormal |Draft 0% |8/21/2006 11:30,)5/21/2006 1:00 PI|5/21)2006 | 1d Sh 49m Direct Tom Jons

Attach texts to the letters
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3 User Interface
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3.1. Interface Summary

Getting familiar with VIP Task Manager Standard Interface

)
U
@)
2
(3)
P
()
&

+ P — i — I [ ——— - e

Main Menu provides access to main features of the program
Toolbars contain commands, specific for given panel
Panels feature various tools for managing tasks, task groups or resources

Task List Grid displays tasks as rows and their properties as columns
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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:

@ VIP Task Manager Standard [ e Change User allows to login to the program under administrator or other

user account

B vew tooks wep « Edit User Profile allows to edit user information like Job Title, E-mail,
| Change User... Phone, etc.
Flt er Brofie e Archive mode allows to show the tasks that are placed in archive
Archive mode e Edit name of root task group allows to change the name of root task
Edit e of root task group group (only if you login under administrator account)
Export View To Excel... e Export View to Excel allows to export Task List grid to MS Excel
Export View To HTML. ., e Export View to HTML allows to export Task List grid to HTML

e Import VPXML allows to import tasks from VIP Team To Do List
software product
e Import from Outlook allows to import tasks, journals, contacts and

Irpoart MPEML..

Import Fram Outlaak, .

=L Brint... Ctrl+p appointments from MS Outlook
= Prink Preview..  Shift+Ctri+P e Print allows to print out Task List grid
Bt e Print Preview allows to preview Task List grid, create and edit your own
print design

¢ Exit allows to exit the program

‘View’ menu
Inside “View’ menu the following options are available:

e Toolbars option allows to display, hide and customize Task List

i [ 1o0ls Help Toolbar and Toolbars of corresponding Panels
: el v | Task List

i - — . . . .

= Panels  » | ¥ |Task List - Filters e Panels option allows to display or hide corresponding Panels

@ | Columns — # |l|Task List - Groups |

. e @ @; o v |Nates e Columns option allows to display or hide columns on Task List
=& Compary |L|F\ttachments | grld

o NI | v | Matifications
' 2 Defining Thf| v |Resnurce Assignment:

©r 3. Planning Th|T|Comments

=g 4. Monitoring T|T| E
o fohth [ — W '

e 5. Closing DD“|L|Task history '
e John Doe Custarnize. .. |

v bean Sosanin s |
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“Tools’ menu
Inside ‘Tools’ menu the following options are available:

W VIP Task Manager Standard [ User: Administ e Custom workflow option allows users to create, edit and

' Fle View Help delete their own task statuses

= |

T =A | & e Options allow users to edit various program settings like
=, Options...

6 Task Griups orrras sy s Global Hotkeys, maximal size of attachments, loading

li program on Windows Start-Up, etc
‘Help’ menu

Inside ‘Help’ menu the following options are available:

L AR P e s e e et e Help option allows users to make an acquaintance of

e
o & &l | = .

' Fle Wiew Tools program fegtures and solve problems that appear when
T [ telp T T working with the program
s °'§;>m.|i| e About option allows users to get information about product
@ Task Groups ar version and software company
Home B | i
F @A « Home page option allows users to open product home page
featu in default Internet browser
© 1. Getting Start s [l Bl e Enter license information... option allows users to enter

Wik ject definiti - . - -
© 2.Defining Tt 15 15 || Cooee Se the path to license file in order to register the product

Mefine areac he
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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.

# VIP Task Manager Standard [ User: Administrator ] [DataBase: fff]

. File Wew Tools Help

Foaloa o [t VS0 [ad

i@ Task List - Groups

e

CES=E

Drag & colunin header here ko group by that columin

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

Button Hot Key Description
e Ins Create a new task
o F4 Edit existing task
o F8 Delete existing task
= Shift + Ctrl + Down Decrease task priority
S Shift + Ctrl + Up Increase task priority
@ Change selected task’s status
i Ctrl +0 Manual task sorting
| i Ctrl + Up Move t’he task one position up (button is available if ‘Manual
sorting’ button is activated)
i Ctrl + Down Move t’he task one position down (button is available if ‘Manual
sorting’ button is activated)
= F5 Refresh the tasks on Task List grid
2 Always expand all task groups when the tasks are grouped by
any column
il Expand all task groups
il Collapse all task groups
None — hide tasks’ notes and custom fields
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




VIP Task Manager User Interface 34

El Ctrl + W Apply columns auto width

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

Add or remove buttons to Task List Toolbar

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

 VIP Task Manager Standard [ User: Admini

« |Filkers - Task List
v |Task Groups

k4 |N0tes
i T

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.

# VIP Task Manager Standard [ User: Administrator ] [DataBase: tasH

. File Wew Tools Help
dor o oa [ of [ BT 1 S| w [,

i@ Task Groups on Task List ... [=) 3¢ (3 Current filter: (Task Group is any of (2

| !i| ot @ @: | . Drag a column header here o group by th

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

& VIP Task Manager Standard [ User: Adn

. File Wiew Tools Help

o TaskGroups on Task List ... & 3 B Curr

.x =
| | L Crag a
Double
click
‘Wirite pri
0 15 -
nning The: 2m Define ai
nitoring 21 21 = |[Describe
sing Dowr 10 10 Thirk wh
= L U Farrm a g
LSanin 0 O Hoid
| eizvestr 0 a el
R 1 Ak, a0 a Adres i
v
ﬁ b Deside o
S Filte ll List =EEA Keep rec
© Curren =~ VoReT E L Choose t
: il
(= Com | Agree m
Maf © Have af
1D |E| Appoint :
Sta =i~ Created,In Progress « ||Reviewt
Pririm rnrnal. Hink s |IMake sur
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Task List grid

-
s} Info MName Stakus w Complete Priority % DueDate % Estimated Time Owner %  Finish Date % Assigned % Task Group
16| @ AlZ= |Make your project & InProgress 5% & Urgent | 18/03/2008 zh Om | Administrat| 18/03{2008 | 1ohn Do 3. Planning The
17| & List &ll the activities in Created 0% Low 04/03f2008 0h 30m [Administrat|  18/03/2008 | John Doe 3. Planning The
18 Group tasks under Created 0% High 18032008 0h 45m | Administrat| 18032008 | John Doe 3. Planning The
19 & wirike dawn - Completed 100 % High 19/03/2008 ch Om |Administrat| 18/03{2008 | 1ohn Coe 3. Planning The
20 Estimate how much time | | In Progress 10 % & normal | 2s5/03/2008 0h Om | Administrat 3. Planning The
21 25| |Identify activities that | .| Completed 100 % €9 normal | 25/03)2008 0h Om | Adrministrat 3. Planning The
22 Priaritize planned & InProgress 25% & Urgent | 11/03/2008 0Oh S0m |Administrat| 11/03(2008 | John Doe 3. Planning The
23 Make a communication Created 0% 9 Mormal | 15/03/2008 0h Om | Administr at 3. Planning The
24 Carry out & Full risk Created 0% High 20{03{2008 zh Om | Adrministr at 3. Planning The
25 Appoint & team member | | Completed 100 % Highest | 26/03/2008 0h O | Adriristr 2t 3. Planning The
26 Filter your project For Created 0% € normal | z8f03/2008 24h Om | Admministrat 3. Planning The
27 Make a Gantt chartto | | In Progress - €9 normal | 24f03jz008 b arn | sdriniskr ak 3. Planning The
2| & Make a milestone plan for | 25 Created 0% 9 tormal | 25/03/2008 0h Om | Admministrat Ivan Susanin | 3. Planning The
29 Check the project by the | | In Progress BO% & normal | z7/03/2008 0h Om | Administr at 3. Planning The
30 Set & realistic deadline Created 0% €9 normal | 27(03j2008 Oh 10 | Adrrinistr st Joe Black 3. Planning The
62 Filter your praject For | 4@ Draft 0% @ Hormal oh Om|John Doe | 29/03(2008 | Joe Black 3. Planring The
63 Make your praject € Draft 0% & normal oh Om|John Doe | 23/03(2008 | Joe Black 3. Planring The
67 == &3 Appaint & team member Created 0% Highe:st 0h Om John Doe  O6/06/2007  Joe Black 3. Planning The
&4 Appoint & team member ¢ Draft 0% Highest OhOm John Doe  04/06{2007  Jge Black 3. Planning The
71 Set a realistic deadline A Draft 0% 9 Morrnal oh O John Doe 18/06/2007  John Doe 3. Planning The
32 Sek a realichic deadline WP MweaFk noaL [ rm— ik rn Take Piae 1RINAZONT Ine 3. Planninn The
24 35h 15m B
Right click on the task allows to carry out following operations:
Name D » Create a new task
=l Status : Draft » Edit selected task

ik p— e | >Delete selected task

Makel o Edit Task r | »Make a copy of selected task

APS . Delete Task = | »Create next recurrence of the task

Make » Change the status of selected task

toe]  DuPleats @D > Increase selected task priority

e . »>Decrease selected task priority

oot 5 @] Change Status » = »Select and apply existing filter to Task List grid

» Clear all filters on Task List grid
»Move selected task one position up in Task List grid
»Move selected task one position down in Task List grid

List & i@~ Increase Priority Shift+Ckrl+p

ot Decrease Priarity Shift-+Ckr+Down

Make  Fiter » | »Activate manual sorting of the tasks

€hes  Sorting » | »Move selected task(s) to archive

ARG L to archive . »Always expand all task groups when the tasks are grouped by any
List & column

i8R <! Groups Always Expand ' »Expand all task groups when the tasks are grouped by any column
B - o Expand Al | (available if ‘Always expand’ is not activated)

B - & olapse Al | »>Collapse all task groups when the tasks are grouped by any column
tdent  3ending task(s) by Email... | (available if ‘Always expand’ is not activated)

oy ExportiPrinting » | > Send the tasks by e-mail

» Print out selected task(s)
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» 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

Column headers

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

dby % Due Date ﬁl = = El ol

Z

12m | i

prmal | 26/03/20 3 e
igh 19/03/20( Clear Sarting | Adrnir
armal 200031201 12m | Adrnir

=4 Group By This Field r -
rgent 18/03/200 — 12m | Adrmir

| |Gr0up By Box I
rgent 1103200 — 12m | Adrnir
ormal 1503201 = Fooker 121 | Adrir

Group Fookers I ) . -
omal | z7jspen = 12m idmir » Sort tasks in ascending order by selected column
i 04/03/200  Remove This Calumn | 12m | Admir » Sort tasks in descending order by selected column
ormal | 2sjoayea0 3 Fieid Chooser 12m | Admir > Clear sorting by selected column
ormal 25031200 Aligrment | Admir
armal 18/03/200E  align Left 12m | Adrnir
igh 26/03{200= Align Right Admir
armal 2403/20( = | Alian Center 12m | Admir
ormal 25josfzo) FH BestFit 12 | Bdmir
armal 270312010 Best Fit: {all columns 12m | &dmir
arrnal nh Nm Inhn |
w Comple %l- Sort Ascending ate  w Actua
d 0 %y 2003
EJ, Sort Descending 'll
ress |0 10% fzo0a

Clear Sorting
ted [ 1009 (2008

' =,
d i] %lE' (2003
|

Group By Box

» Group tasks by selected column = — 2008
>Display or hide the space above Task ress | I =00 f2008
List grid that allows to group tasks using d 0 o 5 Group Footers f2008
drag & drop method ress | Ens Remove This Column  t2008

d 0 % _-,ﬂ Field Chooser
d 0= 12003
d 0w = -rznns
ress || swm= {2008
ress W 25 i BestFit -rznns
d 0%  BestFit (all columnsy — f2008

T T
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Sl a =g »

%l Sort Ascending 1

i z ) niskrakor
Al Sort Descending :

i Clear Sorting nistrator

i niskratar
T Group By This Field i

i — niskratar
D Group By Box

i niskrakor

= %M rame—

: | Group Foaters ictratar

] Remove This Column niskrator

: @ Field Chooser nickratar

i alignment nistrator

i = align Left nistratar

] align Right niskratar

: = align Cenker nistratar
o | .

: B Best Fit niskrakor

i Best Fit {all colurmns) niskrakar

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

»Remove selected column from Task List grid
» Add or remove columns to Task List grid

S actual Time Tii

%l Sork Ascending
il Sort Descending

A

I Cnner

hdrniniskr ate
hdrniniskr ate
hdrniniskr ate
hdrninistr ate
hdministrate
hdriniskr ate
deinistratc
hdriiniskr ate
hdriniskr ate
hdrinistr ate
hdriniskr ate
hdriiniskr ate
hdriniskr ate

hdministratc

2008 OhOm| 66 Clear Sorting
e thOm/ 68 =4 Group By This Field
2003 1hom| 70 @ Group By Box
2003 0h S0m| 70 % Foatar
2005 0OhOm| 70
| aroup Footers
2005 &h Om
008 2ham| 70 Lemove This Colurmn
00 ohom| 71 @ Field Chooser
2008 0OhOm| 71 Alignment
2008 ohom| = AlignLeft
2008 ohom| 71E=) Allan Right
0 ik O i Align f_ienter
2005 Ohom| 72" Bt
008 oh i0m| 72 Best Fit {all columns)
2003 48h Om| 7254h 12m | 28/03/2007 10:52 | Administratc

Actual Time | Time Left

0k Om
th Om
Lh Om

.ﬂssign\d"x
BETER 12m | 29 by |

Assigned
Artachment

6846h 12m
7014k 12m

23
25

0h S0m
0k Orn
6h Om
2h 0

7014k 12m
7014k 12m

25
25
25
706zh 12m | 2 1
28032007 10:52
PRINAZNONT 1052

Estimaked Time

Finish Date
Stark Date

2

2z

2
Department

2

2

2

0Oh 0Om| 71580 12m Adrminiskrakor 2

nh Nl 71820 17m AdrinisteAknr >
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nE Time: | :L e "=Le Lask Mot
- zl Sort Ascending ——
h 0m s 4052007

Al Sort Descending
3h Om , 51052007

Clear Sorking i

thom| 7062 4052007
\hom| 7014 = Sroup By This Field 4 i05j2007
thom| 6846 = -51051200?

= Foot '- > Align left selected column
150m| 7014 ooker 1205, /2007 . .

= Group Fonters - > Align right selected column
110m| 7230 P 4052007 > Ali

L ign center selected column

thiom|  BE7E Remaove This Colurn ._4!!:1512013? » Set selected column best fit
thom| 71825 Field Chooser 5052007 > Set all columns best fit
3h Om P — 5j05/2007
thom| 7014 = W:ﬂnwznn?
1k Om = | Align Righ 15052007
hom| 7158= Align Cenker I5/05/2007
hom| 718z - BestFit 18/03/2007
JhiOm| 7230 Best Fit {all columns) fr5-"':'5-"2':":'?
Ih Om John Doe 17)05/2007

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

ate & | Actual Time [% Time Left 1

200s 0k 0mY  6678h 12m | Adr
200s Ok 0m| 71820 12m | Adr
2005 0h Om Adr
2005 ohom|  7014h 12m | Adr
2005 0h Om Adr
Wzoos OhOm|  7158h 12m | Adr
Wzoos OhOm|  7182h 12m | Adr
zoos OhOm| 72300 12m | Adr

0k Om Joh

if2003 Oh 10m| 7230k 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
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riority % |

actual Time |

Tirne Left |

dete | Priority % | DusDate % | Due I:[“ée w ime L
% @@ normal | 28032008 4k ome 7254
e [ righ | 1ojoszoos &h Om

% @@ normal | 20f03/z008 zhom| 7082h
% |48 Urgert | 18/03/2008 thom| 7014h
% |4 Urgent | 11j03j2008 1hom| sa4sh
% €9 normal | 18/03j2008 oh 50w | 7014h
% €9 Hormal | 27j03j2008 oh 10m| 7230h
% Low 04032003 oh Om| 6678h
% | Mormal | 25i03j2008 ohom| 71a2h
(B @ Mormal | 250312008 o O

% €9 normal | 18/03/2008 oh Om| 7014h
[ g Hish | 2e03i2008 o O

% | Mormal | 24i03j2008 oh Om| 7158h
% €9 normal | 25i03j2008 ohom| 71a2h
@ rormal | 27j03i2008 oh Om| 7230h

i L 04032008 oh Om| 6678h 12m| 28
Urgent | 11/03/2008 thom| 6346h 12m| 28
Urgent | 18/03/2008 thom| 7ol4h 12m| 28
iNormal 16032008 oh 50m| 7014k 12m| 28
iNormal 16032008 oh | 7014h 12m| 28
i High 19032008 6h 26 |‘
iNormal 20032008 zhom| 7062h 12m| 28
iNormal 240312008 ohdm| 7158h 12m| 28
iNormal 250312008 ohdm| 7182h 12m| 28
i Marmal | 25/03/2005 ah O 28)
iNormal 250312008 ohdm| 7182h 12m| 28
i High 26,/03/2005 oh O 28
iNormal 27032008 oh Om| 72300 12m| 28
i Mormal | 27/03/2003 oh 10m| 7230h 12m| 28
iNormal 28/03/2008 48h Om| 7254h 12m| 25
»  Group tasks by selected column

Drag a column header here to group by that column

Marme

Stakus

Priotity

17| 1@ List all the activities in | 2| Created Low

20 Estimate how much kime |, | In Progress l 10 % O Marmal
21  |Tdentify activities that | .| Completed | IMBRSEN | & Hormal
23 Make & communication | 25| Created 0% |e Mormal
o5 Appoint & team member | | Completed | FOSIBRSE | [ High

77 Make & Gantk chartka |k | In Progress -% e Marmal
28| (& Make a milestone plan | 24| Created 0% & tormal
29 Check the project by the | | TnProgress | EEEEY e Morrnal
a0 Set arealistic deadine | 24| Created 0% O Mormal
18 Group tasks under 11 Created 0% &9 normal
16| & @E Make your project g InProgress || 5% @ Urgent

o | Info | Marme | Status Prictity
17| List all the activities in | £+ Created Low
20 Estimate how much kime | | In Progress I 10 % &9 rorme
21 & |1dentify activities that | .| Campleted }— €9 torme
23 Make a communication | 25 Created | 0% |e Marmz
a5 Appoint & team member | . Completed |_ High
27 Make a Gantt chartto | | In Progress |-% &9 rorme
28| & Make a milestone plan | 44| Created | 0% e Marmz
29 Check the project by the |k | In Progress | INEESEN € norme
a0 et arealistic deadline | 44 Created 0% a Mormz
18 Group kasks under 0 Created 0% e Marme

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

i &nt Filker F (4. Manitoring The Pr
a column header here ta group by that column
ID | Status A Marne Due Date Infa
76| JF Draft Appaint someone ko be
77| g Draft Make sure someone can
75| g Draft Choose the bype of

s |
s

33|40 Created Keep recards of the 30{04/2008 @
34|40 Created Choose the type of 29/04/2008
35|40 Created Agree monitaring and 25/04/2008
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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
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

YVVVVYY

Skakus 2l Complete Priority % | Due Date % Task Group Estimated Time | Cwner *  Finish Date % | Assigned »

) 2
33 i Keep records of the 2| Created 0% &) normal | 30/04/2008 |4, Monitoring oh am | Adrministrat
34 Choose the type of 20| Created 0% 9 tormal | 29j04/z008 4. Monitoring 0Oh am | Adrministrat
35 Agree monitaring and 10 Created 0% e Karrnal 25/04/2005 |4 Manitoring oh o | Adrninistrat
36 Have a formal approval | 20 Created 0% &) normal | 30/04/2008 |4, Monitoring oh o | Adrministrat
37 Appoint someone tobe | 28] Created 0% €9 normal | Dg/04j2008 |4, Monitoring 0Oh am | Adrministrat
35 Resview the project 0 Created 0% e Karrnal 16/04f2005 |4 Maonitaring oh o | Adrninistrat
39 Make sure someone can | 45| Created 0% € normal | z3jo4jzons (4. Monitoring oh o | Adrministrat
40 i Set an agenda for project| 4| Created 0% & normal 15/04{2008 |4, Monitaring oh O | Adrninistrat
4 Define action paints 10 Created 0% 9 tormal | 22j04/z008 |4 Monitoring oh amn | Adrministrat
42| & Review theitems onthe | 44 Created 0% 9 normal 15/04/z005 |4 Monitaring Oh Om | Adrministrat
43 Report if the cost or time | 44| Created 0% €9 normal | 22/04j2008 |4, Monitoring oh O | Adrninistrat
44 Report progress atthe | 20 Created 0% 9 tiormal | 2z/04/z008 |4 Monitoring oh amn | Adrministrat
45 Manitor issues that may | 44 Created 0% e Narrnal 2z/04/z005 |4 Manitoring 0h O | Adrninistrat
& Qredeohowaduhst | Ceded 0%  @omal  2ooy208 fMentog  ohom adninktar 00032007 |
[ 16

Tis Week v .
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3.4. Task Groups Panel

Task Groups panel features tools for creating, editing and deleting task groups and subgroups on Task List
view.
By default Task Groups panel is located in the left part of the Task List view under Task List Toolbar.

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

: File View Tools Help

FRR I

hd
ﬁ_ Task Groups on Task List ... (=] -";Eh

'~.':f|

et e & ©= ©

o,
ot o & =,

=g Comparny o &3
@ 1. Getting Start ] 9
g 2.Defining TF 15 15
@ 3. PlanningThe 23 23
i@ 4.Monitoring 21 21 Describe what each
o 5. Closing Dowr 10 10 WThink who should be in

182

Marne
‘rike project definition

Define areas be

i@ John Doe ] o Form a group of
@ Ivan susanin a a Hold T ——
@ Ernst Meizveskr i] ] 01 @ Meeting Wih a
S a_Ioe Flack n ni,] &gree monitoring and
_“‘r Filters - Task List =] 3L 3 Deside on how and
© Current - Keep records of the
- Chaose the bype af
= Common
Agree monitoring and
Mame
P o [ ——

Tips:
v' To display or hide Task Groups panel use main menu command [View -> Panels -> Task List - Task

Groups].
¥ VIP Task Manager Standard [ User: Adminig

Toalb
an Toolbars
Panels
L Calumns
] I —
O & &+ | S Notes
=g Purchasing |“l_:—'|Cu:-mments
&@F Purchasing Ijla"| 2 |Resu:uuru:e Assignment
— [ = T A e

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.
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St ee oo BT S
@TaskGroups on Task List view [ 52 7

|| S

= -
@@ RG= ireTararr= 5 5 D Irfo | Marne | TaskGroup | Stakus v Complete Prigtity " % | DueDate » Estimated Time = Ownet v FinishDate v Assigned
+ Gething Startes B i
@ 2.DefringTheProj 15 15 16 & AlZ= Make your project 3. Planning The |, | In Progress ‘I S % <& Urgent 18/03/2008 zh Om | Administeator | 18/03/2008 | John Doe
@ 3.Planning The P 28 28 22 Pricritize planned 3. Flanring The g In Progress ‘- 25 % @ Urgent 11f03/2008 0h 50m | Administrator | 11/03(2008 | John Doe
i 4 Moritorng The Pt 21 21 L Appaint a team member |3, Planning The | . Completed | ISSBESES | [ Highest 26/03/2008 0h Orn | Administrator
i@ 5. Clasing Down 11
@ John Doe 1] 1]
@ Twan Susanin o o
@ Ernst Neizvestny o o
© Joe Black o0 1 Group tasks under 3. Planning The | 14| Created 0% High 180372008 0h 45m | Administrator | 18/03/2008 | 10hn Doe
@ Backstrest boys 0o 0 19| & ‘Wrike down 3. Planning The | . Completed ‘_ High 19(03/2008 Sh Om | Admiristrator | 18032008 | John Doe
i@ Godls B8 " o] ot a bl LA, T e A s 0 Fl ik inRiR o P
i
W Filkers - Task List &= 3 _Estimate how rouch b Planning Th 1o b 5 e L 2t L i
© Currant v -‘( 'ﬁ.‘i' .35 . 21 #5| Mdentify actiities that |3 Planning The | | Completed I Sf— @ normal 25032008 0Oh Om | Administratar
|I3 Common ‘ A 23 = Make a communication 3. Planning The | 13 Created ‘ 0% |e Hormal 18f03/2008 0Oh Orn | Administrator
I [ I |l 26| 3 Filter vour oroject For 3. Planning The |25 creared | % | 6 rvmnal ZRINAIZNNA 24h nirn | Adrministeakne

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

© Task Groups on Task List view (=) 3 E3

e
@ 1. Getting Started 9 g
e 2. Defi 15
© 3.Pla 28
@ 4. Mo 21
©" 5. Clos 10
@ JohnD 00
e Ivan 5 a0 0
© Ernst o 0
@' Joe Bl 0 o
i@ Backstreet boys 0 o
I

Task Groups Toolbar
By default Task Groups toolbar is located at the top part of Task Groups panel.

@ Task Groups on Task List View (=) 5% E3

[=lugr Comparry 0 & &
i@ 1. Getting Started a9
i 2, Defining The Proj 18 13
“@’ 3.Planning TheP 28 28
“ie 4. Monitoring The Pt 21 21
i@ 5. Clasing Down 10 10
@ John Doe 0 1]
@ Ivan Susanin

i@ Ernst Meizvestny

@ Joe Black. %

i@ Backstrest boys
==

0
0
0
0

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

Button Description
i Filter tasks on Task List grid by selected Task Group
e Create a new Task Group
Y Edit existing Task Group
& Delete existing Task Group
& _II\_/Iove selected task group one position down in Task
ree
et Move selected task group one position up in Task Tree
mE Expand all task groups
o Collapse all task groups
= Refresh Task Tree

Add or remove buttons to Task Groups Toolbar

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

@ VIP Task Manager Standard [ User: Adminig

. FEile BHERN Tools Help
Toolbars » | v |Ta5k Lisk
Panels » | v |Filkers - Task Lisk

o T Zolumns » QJTash:.Grn:nups A

| &R e 6 _;;|v‘ Mokes
| w |.ﬁ.tta-:hments

| v | Notifications

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.
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@ Task Groups on Task List Wiew (=] 32 E3

X%

e
&
e
o
e
e
e
o
o
e

o @ &) o=,
. Gekting Started a q
. Defining The Project 15 15
3. Planning The Projy 28 28

1
Z

4, Monitoring The Proje 21 21
5., Closing Down 10 10
John Dioe

Ivan Susanin
Ernst Meizveskny
Joe Black.
Backstreet bowvs

[t

[ R e e s o
o o o o O

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

© Task Groups on Task List Yiew (=) &% 3 |

Task Groups Tree

=l igs

2 lﬂ__l

i I§I

Company 0 83

@ 1. Getting Started 9 9|

@ 2. Defi ‘

@ 3.Plai

© 4. Mon

@ 5. Clos

@ JohnD 0

@ IvanSt © 0 j

i@ Ernst I 1] 0

@ JoeEBla ] |

© Backstreet boys 0 0|

Carnparny 0

i@ 1. Getting Started 10
i@ 2. Defining The Projec 23

i@ 3. Planning The Projer 29

4, Manitaring The Pra - 21

i@ 5. Closing Down 10
e John Doe 1

@ Ivan Susanin

Ernskt Meizvestny 0

Right click on Task Groups grid allows to carry out following operations:
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i@ Task List - Groups =EQ
e" oy & ©F ®

=
&

B ‘mw
=g |
Reset Filker
! @ Mew Task Ins

Hgl [

© g Edt

Hier { g

el

Eg | Insert copy of task group...
ar |

°f

o
Sort alphabetically

1 Task L
7 Expand All

fourrent EE conee Al

& Comma L‘?—; Refresh

hlarne

Tips:

v’ Set filter to display tasks of selected task groups

v Reset filter

v Create a new task assigned to selected task group

v" Create a new task group

v' Edit selected task group

v Delete selected task group

v Insert the copy of task group into selected task group

v Make a copy of selected task group

v Move selected task group one position up in Task Tree

v" Move selected task group one position down in Task
Tree

v" Sort subgroups alphabetically within their task group

v Move selected task group to archive

v" Expand all task groups

v Collapse all task groups

v Refresh Task Tree

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

@ Task List - Groups

_ o & G
=@ Purchasing
=

@ Bv Pro
@ By Sup
@ By Dal
]
]
]
]

Quokakion
Orders
Invoices
Payments
Suppliers

T O N R T B

S Task List - Filkers

E Current ¥ i

= Common
Mame
j(n]
Status 3

Purchasing Plans

Requisitior]

Double click
e %

A

# Customize

] Comrmands ] Options ]

Toolbars:

Il Menu Mew. ..
¥ Task List

W Filters - Task List

[ Task Groups

W Motes

W Attachments

[+ Maokifications Reset...

¥ Resource Sssignment
¥ Comments
W Charts

Close

Prinrityw

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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3.5. Filters Panel

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

@ Products gl| |List all the ackivities i

Appoint someone bo

(fTask Lizt - Filters = m Make sure someone

Iy Filker LT R R L Choose the type af ¢
‘EI Common ~ Appoink someone o
MName Lisk all the activities i
I List all the activities i
Status In Progress Canc Appoint someone ko
E::LT:; s Nemal High : List all the activities i
Estimated T | areater Ok 10m Heter il =l @emEsiy
= By Date Prioritize planned act
Date Ranges w Ensure each teann
[rate Create | equal 19417 /200 = Hald a meeting with .
Listis Lesi bl b YIP Task Manager Pu
[rate Starke A
[rate Comph L

= By Resource _ Status ; Created

:
Oviner 3 :. Stakus @ In Progress
\L Aggighment V_}
“ Motifications
P PPN PN [ e R T | T

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

¥ VIP Task Manager Standard [ User: Adminis

. File BUEEN Tools Help

gu| Toobars v g [el4 0 =
i 0

.

@ T
=) Columns »

o' or Gy ‘|E

Tas
Mokes
- = (1575 P,

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
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@ Goalz a
© Products -+ peities in work
[ A to be
T Task List g B%8 |-
© My Filker v ol oR e af control
f i I
= Common i _t':' be
M ame List all the activiles in work
D | List all the activies in waork
Statusz InF :_u_sﬁress,Canc e Appoint someor# ko be
o o = |
Pzl . e 5 Al List all the activies in work
Actual Time A i + Tt
. | Identi in K
Estimated T | aredtér Oh 10m =y e _ne N
= By Date | Priaritize planngd activities
Date Fange | w Ensure each b member
Date Create | equdl £23/11/200 w |Eh all
Date Last M I L r Purchase
Date Starter 4 M
Date Caomnph - L
3 By Resource + Status © Created
K + Skatus @ In Process
Owrer i)
Agzignment |

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

Filters Toolbar

@ Joe Black
@ Backstres
e Gos
@ Pr

Double
click

Task List - Filters k
My Fiker v

v %
= Common
M ame
|0
Statuz I Progres: s
Pricrity Marmal Hig »
Actual Time A
Estimated T | greater Oh »
=l By Date
Date Range e
Date Create | equal 1941 »

Date Last M A
Date Starter w
Date Camph b

= By Resource

=

u Set
Set
Lisk
App
Mak.
Cho
App
Lisk
Lisk
App
Lisk
Ider
Prioi
Enst
Huale
VIP

+ Skat
+ Skat
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By default Filters toolbar is located at the top part of Filters panel.

N Task List - Fiters BZEE
MyFiter % "L By &

= Common 2
MName
D
Status In Progress.Canc | »
Priarity MHarmal High w
Actual Time v

Estimated T | qgreater Oh 10m

=l By Date
D ate Range “
Date Create | equal 19/97/200
Date Last M v
D ate Starte: | —
D ate Comph w

= By Resource
rer | £l s

The following table describes each of the Filters Toolbar buttons.

Button Description
curent % | Select and apply predefined filter

¥ Apply filter for Task List grid

B Clear Task List filter

By T Save current filter
pt Delete current filter

B Set automatic applying filter
K Add or remove buttons to Filter Toolbar

Tips:

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

& VIP Task Manager Standard/[ User: Adminig

Panels Task List - Filters
Calurmns 4 |-’ Task List - Groups .

M = 5 T o | ralandae - rcnine
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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.

4%’Current W B % .

=] Comnion

Mame

jiv]

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

LEE B horess Cancelle
My Filker b ;aI,High b

¥ B BT b

% i tes Ok 10m “

= B

[rate Range w
[ate Create | equal 19/171/2007 | »
Date Last M A
Diate Starter A

Filters Fields
Right click on Filter fields allows to carry out following operations:
"1 Task List - Filters B X v'Select and apply existing filter to Task List grid
et @Y W K- G v’ Apply new filter to Task_List grid
: v'Set automatic applying filter
: & - v Clear current filter
= Common | v'Delete current filter
| ;\'I;me Filkers |C|_|rrent v| ‘/Save current flltel‘
Skakus & Apply Shift+Ctrl+T
Priotiky _“@ Automatic applying Filker
Ackual Time k
Estimated Ti
=l By Date =
Date Range s

By dragging columns header border you can change columns’ width.
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S Task List - Filters 0 x|
My Filker AR = A

W i
[=/ Common -

Mame |+

D

Status It Progress, Canc
Pricrity Mormal High ~
Actual Time v

Eztimated T | greater Oh 10m

=/ By Date
[Date Range w
Date Create | equal 19/17/200 »
Date Last M “
Date Starte v
[ate Compl w

=/ By Resource
[Mwner |

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

o Goals - .
- ies in warl
& Products Double click
0 be
" Task List - Filkers Oy I —
. My Filker ¥ 5 BT % H [% Choose the type of control
=l Common Appoint someone to be
MName List all the activities in work

[} A, List all the activities in waork

= By Toolbars:

[+ Menu Mew. ..
I Task List

Tl Task List - Fileers
[¥ Task List - Groups

¥ Hotes

¥ Attachments

[+ Maokifications Reset...
= By v Resource Assignment

¥ Comments

W Charts

—— | Task histary

-

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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3.6. 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 18 F Wilbe dowty 3. Parving The | | Completed  |[IEIN
Covaoty o | . i R TN S P — =
“ " e o8

575 Mol tiorns

:.5 = ;_..- & | e o This Mok i, _

1 Title Diate Crasted b

85 ] Get the business case approved by sensor ms 12/07/2007 133721 John Dos

| Task mas created ) )

[ 6 ] Gt thee bussiness casn approved by senios mar 12/07/ 7007 123658 John Doe

| Task has been delebed

INJMWMFMWWMWHRIWHHM?IMS Johin Doe
Task has been delebed

83 ] Get the business case approved by sendor s 12/07/2007 1336:54  John Dos

| Task has been deleted _

84 ] Get the business case approved by sensor ma 12/07/2007 132%52  John Doe

| Due dabe: T6/00,2008 - - _

4 || Get the business case approved by sensor ma 12/07/2007 132920 John Dos

| Task was created

[ 92 ] Get the business case appraved by sendor me 12/07,/2007 13:2%11 | John Doe 1. Getting 5t ||12# Comments

= (L3 ' -
Tips:
v To display or hide Notifications panel use main menu command [View -> Panels -> Notifications].

@ VIP Task Manager Standard [ User: Adminig

Tools Help

Toobars  » || . (gl & 1 &
Panels 4 |Q|TaskList—Grcuups

Colurans — # |‘jf| Task List - Filkers

|3§ Carmments
B

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

;;' il Make & Gantt chart to .E.Hu'nn;Thn-i. Irs Prosgrss ._'E & teema
) [Estmate how muchtimn 3, Phoning The | | Inprogress Il 10% @ toema

1. Getting St

1. Getting St

jl;E:Iﬁ'lu'St'
1. Getting St

1. Gelting St ! 25| Comments | @] Task biskory

b T IO

soemgenss End | 0% T
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v To take Notifications panel out its default location and vice versa double click on its title.

i rﬂﬂﬁw 5 E. 13: {roup tasks under 3.P‘|.|ﬂ'r¢1'|‘-u: Crasted ]
Date Craste = 1 | # (3 Pannng The | g Crasted | {1
e et M o 3, Planning The | | Completed | [N

= By Resource S.P‘I.annngﬂu. Cregted o

matific ations -
= @ 1
|
| 81 ] Get the business cave approved by senior ma 1207 /2007 E3:36:55
Task has been deleted
[ 83 ] Get the business case approved by senior ma 12/07/7007 13:36:54  John Doe 1. Getting 5t
Task has been deleted
[ 4 ] Get the business cave approved by senior ma 12/07/2007 13:2%52  John Doe 1. Getting 5t
Due date: 26,03/ 2008 - -
| 84 ] Get the business cave approved by senior ma 1200 (2007 1325950 John Doe 1. Gedting 5 o
2 conments | gl Taskhutory | 3 Hotes | Permsssions [ 2 Rescurce Assonment | (1 ttachenents | —
—1 [ 0 |
Notifications Toolbar
By default Notification toolbar is located at the left top part of Notification panel.
(¥ Motifications =28

&= 5 I|§| © |i|I @« |This Month

oA
Title 3 Cres Creator Task group L]

[ 85 ] Get the business case approved I:| 12/07,2 |Juhn Doe |1. Getting Started =

Task was created
[ 6 ] Get the business case approved h1,| 12/07,2 |Juhn Doge |1. Getting Started

Task has been deleted
[ 80 ] Get the business case approyed |:| 12/07/2 |Juhn Doe |1. Getting Started

Task has been deleted
[ 83 ] Get the business case approved t12/07/2 | John Doe 1. Getting Started ¥

The following table describes each of the Notifications Toolbar buttons.

Button Description
s Check for new notifications
by Mark highlighted notification as read

Mark all notifications as read

B

s

Show only unread notifications
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e Show notifications of highlighted task
|Z| Show notifications description
o Open task of highlighted notification
& Find task of highlighted notification
|This Month v| Set notifications filter by date created
X Add or remove buttons to Notifications Toolbar

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

@ VIP Task Manager Standard [ User: Admini

. File BUENN Tools Help

oy o G

Panels r | v |Filters - Task Lisk

—

o Columns r | v |Task Groups

'\‘::’| @ @y @y v |Motes
|~/ Attachrments

=gy Comnpary

Planning proje Motifications
Developing prc| v |Resource Assig Fite |

. Starting proj| v | Commertts

& e

A

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

8 = = (2@

B

| o @7 |ThisWeek W

L4

‘ Title Date Created

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

|This Week v |
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Notification grid

Title Dake Created Creator Task group
[ 85 ] Get the business case approved by senior managi|12/07/2007 13:37:21 John Doe 1. Getting
Task was created
[ & ] 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|12/07/2007 13:36:55 John Doe 1. Getting
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 managi|12/07/2007 13:29:52 John Doe 1. Getting
w

Nua daka: 26 0% /7008

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

Date Created Creator
[ 85 ] Get the business case approved by senior manaci 12/07,/2007 13:37:21 _lohn Doe
| Task was created
[ & ] Get the business case approved by senior manage I 12,/07,2007 13:36:58
Task has been deleted
[ 80 ] Get the business case approved by senior manadg
Task has been deleted
[ 83 ] Get the business case approved by senior manag
Task has been deleted
[ 84 ] Get the business case approved by senior manady| 12,/07,/2007 13:29:52 TJhI'I Doe 1. Getting

Nua dabas 26 502 /2008 _~

Task group

ohn Doe 1. Getting
I 12/07,/2007 13:36:55 TJhI'I Doe 1. Getting

I 12,/07,/2007 13:36:54 lohn Doe 1. Getting

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

% Notifications @azm@ v Find task of selected
. 2 2] notification
e | & || e | o !_I_AJ_I.I.LLLI_LHI.LL.I.I#.I—|
S ek ® m,l. ¥ Open task of selected
Title |Qx Open Task _ Creator Task group no“flcatlon

[ 85 ] Get the business case approve EL‘_v-, Check For a new notifications . | |3ohnDoe 1. Getting v' Check for new

Task was created | notifications

| Mark As Read Chrl4+0 = — . .
[6 1Get the business case approved :a wiark Al 2 Read S CHIA0 | John Doe 1. Getting v Mark Selected nOtlflcatlon
ask has been deleted | | as read

[ 80 ] Get the business case approye ,|___| Shaw Description L L John Doe 1. Getting v K all . .

Task has been deleted |;| Show UnRearding Orly Mark all notifications as

PTTSYETT | read

v Show notification
3 description

[ 83 ] Get the business case approye
Task has been deleted
[ 84 ] Get the business case appro

Nua dabas 2602 2008

@ Show Motifications of Highlighted Task,

John Doe 1. Getting

v" Show only unread notifications
v" Show notifications of highlighted task

By dragging columns header border you can change columns’ width.
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Title + Date Created Creator Task group  #

[ 85 ] Get the business case approved by sen 12]6?]200? 13:37:21 John Doe 1. Getting i
Task was created

[ & ] Get the business case approved by senii|12/07/2007 13:36:58 John Doe 1. Getting 51
Task has been deleted

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

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

[ 84 ] Get the business case approved by sen 12)’[‘7)’2007 13:29:52 John Doe 1. Getting 51
Nua Aaboe 20 502 520008 _ -~ _ .

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

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

i John Doe a a

e

71 Set arealistic deadine |3, Planning The | g¢| Draft

- Planning The | g8 Draft

Ivan Susanin 1] 1]

&

5 Ermst Neizvestny . . 7z Set a realistic deadline
o

ist all the activities in
tite down

hppoint a team member

. Planning The 4 Draft
. Planning The = In Progress

Toolbars ] Commands ] Options ] - Planning The Created

ist all the activities in - Planning The g Draft

Toalbars:

[+ Menu IS New. . « Planning The ¢ Draft
v dentify all concerned in

. Planning The g Draft
[ Task Tree o
riaritize planned

¥ Resource List « Planning The ¢ Draft

3
3
3
3
3
3
3
3
3
v Calendar ist all the activities in -~ |3, Planning The Created
3
3
3
3
3
3
3
3

ist all the activities in

[ Filters - Task List i
. Planning The = In Progress

W Filters - Task Tree % rioritize: planned

¥ Filters - Calendar ake your project
[¥ Task Groups

¥ Task Groups on Calsndar Yiew
v Mokes lake a communication
v Attachments

W Motify Events

[ Roles hal

. Planning The = In Progress
roup kasks under . Planning The Created

. Planning The Created

« Planning The | .| Completed

, Planning The Created

. Planning The = In Progress

. Planning The = In Progress

Departrient ¥ | 28

<% Mokifications

EFE Ata

5| g0 & |2 00| 22| @2 &y ||This Month v, ]
Tas
Title Date Created Creator Task group  #
[ 85 ] Get the business case approved by senior mz|12/07/2007 13:37:21 |John Doe 1. Getting St
Task was created
[ 6 ] 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 St 2

N dakas 2602 02008 -

=
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3.7. 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.

| Oh Om
@ F@ pres B By
S = = e = [y TMicrosoft Sans=w 20 v 2 £
I'ask #42 - "Review the items unﬂte critical path®
A
med | T 10 find tasks where wou can pull forward star
lates
wrted
wrted
wted |¥ " Motes |25 Comments | Attachments | 2, Resource Assignment .6'._ Task hiskary

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 Standard/[ User: Adminis
. File

=0l Tools  Help

Toolbars » e |'i|‘ﬁ' Tl =

_|.¢. |Task List - Groups

Columns
- q
‘El.ﬁ.. Comparey iz

|ﬂ| T

: '\‘.f|

Corments

= | Dlzmmina Aradae <0

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

( S }

@R E Notes z0

= | B

= i v ®Moosoftsanssv 20 v | & £

-

D | =

Task: #42 - "Review the items on the critical path'

3
P S R X 1Y & Yo TR T W T B T Y
.gSt::Ea—lg- Ty rHe

date

1g Started

1g Started

wa Started | ¥ Lla-i' Motes | 2= Comments |0 Attachments |2 Resource Assignment .o'|_ Task histary
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v To take Notes panel out its default location double click on its tab.

Makes =3 A

= =] | = -V T Microsoft Sans S 200 v &2 &

$| == 1 oUlE

-

Trytofind tasks where wou can pull forward star

- v HMicrosoft Sans S 20 v

Tryto find tasks where wou can pull forward star
dates

i ]8—5 Camments ”f_ﬂ Aktachments "% Resource Assignment ”@L‘ Task history

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

Tryto find tasks where wou can pull forward stad
dates

Ll,é' Miokes "3—5 Carmments "ﬂ Attachrments "_% Resource Assignment ”@: Task histary |

The following table describes each of the Notes Toolbar buttons.

Button Hot key Description

je' Ctrl +S Add a new note to task
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X Cancel the changes in Notes entry field
= Preview highlighted task’s notes, create and edit your own print design
=1 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

Enter the text in form of bullet list

N~ Set text font color
"B Microsoft Sans = v | Set text font name
g |v Set text font size

Increase text font size one point

Tk

4T

Decrease text font size one point

X Add or remove buttons to Notes Toolbar

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

% VIP Task Manager Standard [ User: Administrator ]

Tools Help

ask List

7|T
v |Filters - Task List
v |'r

Panels k
© Tl Task List Caolurmns #

ask Groups

i E - =
R
=@ Company |L Atbachments

Ll 1. Gartina Start 4 v | Motify Events

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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Notes
PE a1 . Y TroositSes<v 12 v
Task: #9 - Define arcas be bucluded in the project scope’ —— -
This will help you define the boundanes of your project. what should and shou
included

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

Notes entry field

How to upgrade to the latest version?

1. Chowariond thoe Labect verinon of the appheahon

2 Save =p fls somewhene s thared folder snd wrop i

3 s e appleabon on aath PT in e retwrk

4 [rutsl the katest version on sach P om & thared lokdes

%, Prestat aach PT i thes rsteed

6. St e sppboation on the fit PC

7. Ugclabe the: dafabun (e appbcaton wil aulomatcaly hack up pous okl databure] The backing Lp process may Eskn scoms Hme.
s0 please, do rol sbodt the process.

8. Stadt e apphcation on othes comgaters n B retwork

Right click on Notes entry field allows to carry out following operations
Undo last operation

Redo last operation

Cut selected text

Copy selected text

Paste selected text in required place of Notes grid

Delete selected text

Select all text

AN N N NN NN

ik H15 - Maks o prajct plilsg checKIEE
How to upgrade to the latest version?

1. Diowrioad the labest vormmem
2 Save 0 e s

3. Choge the sppicatan of
A, Ingtall e labek versiod Tiodder,
5 Retat pach FL n e
E. Shart Hoes sppdic.stion o
7. Upeisti sher cdatabusn (e
oo pleane, do nod ahor H
£ Snait Hy applcalion of

Bk g ot oled clatabuie] Tihe bubckirs] u peocets tay | ake soms bire,

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

l Zommands ] Options ]

Toolbars:

Hew. .

[+ Task List |

I+ Filkers - Task Lisk | Double
|
|

Iv Task Groups )

[+ Motes click
v Attachments
[v Matify Events Reset...
[ Grants
W Resource Assignment ¥ MMicrosoft Sans v 8w & ©

v Comments %

[ start dates

Close

CHTTET |

L|¢-§' Motes |"1-=' Comments | 4 Attachments | < Resource Assignment .ﬁ'._ Task hiskory

itarted | ¥

To close the panel click on £ 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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3.8. 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.

U e WP OFTEl UM UM MOMINISCEANOr sumusun a9l Z007 LAds < manmg e
noL o — Ak Are & draimicke skee rmminiskea 1QMF2NnT 1744 3. Planninn FM
| 35h15m 2
= % B fLomments =] -?:E
ask: #16 - "Make your project planning checklist®
IS SETY ITTHOTLAND LLEOOeT Tigr i ricns 4
Jroup ~ Elnhn Doe' at 24,/05,/2007 13:52 -
Started = [ Shall I put off my previous task? v
Started ¥ == ||—_j| |i:| = 5| B 4 S| E)[Fl]s SIS,
['es
Started
Started | ¥ Q ¥ Notes | 25| Comments | ) Attachments | 2 Resource Assignment .é'._ Task hiskory
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].

Columns 3 Task, List - Filters

P gi|  Toobars | b [l 0|
g © |Task List - Groups
[ =

o o Gy | €

=g Compary
@ Planning projetl -
* 5
"?I Developing Drc|ﬁ|nrrarhmﬂnrc

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

0% & Mormal OhOm|lohn Doe  |Joe 19/07/2007 17:44  |3. Planning  |ED
0% O Marmal 0h Orm | John Doe Joe 19072007 17:44 |3, Planning |ED
[ P Nk Nre A drmimicke skae Sdminiskea 10/NTI2NNT 1 Tdd 3. Planninn FM

% 35h 15m 3

Z B Comments
Task: #16 - "Make your project planning checklist’

iy 2 TTIPOT LTI LU OO o P Ty

“ask gro ~ | |"John Doe® at 24,/05/2007 13:52
ting Star SRET [T BT Ty [FEvIOLS Lasks

ting Started Al Q|E||E|= = | (2 U |E]|E El: SRS,

Yes
ting Started

v & Motes |‘l'-=' Cormments ” | Attachments ||L‘Jw Resource Assignment ||.6||,_ Task history |

ting Started

v" To take Comments panel out its default location double click on its tab.
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VIP Task Manager

O]

Comments

|

=i ]

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

;& Motes Ig-E Comments ‘ﬂ Attachments ” _% Resource Assignment ”@E Task history |

Lt

To return Comments panel to its default location double click on its title

Attachments ~ Doubleclick 270

Comments k

‘Administrator” at 12704 ,/2007 13:02
Pleasze, do this task a5 soon a5 possible

[ 1

il
10}
)
-
I
T
4
11>
=3}
<
£
1

‘r'es|

;_ﬁNotes i_r_ﬂ attachments % Resource Assignment @3 Task history

Comments Toolbar
By default Comments toolbar is located in the middle of Comments panel above the comments entry

field.

Comments

Gl

"Administrator’ at 12/04/2007 13:02 fad
Fleaze, dothis task a5 s00n a3 possible |
"John Doe" at 12,/04,/2007 13:03
| can't da this task nowe.

(#K E{g}[r_j]@ﬂ?g

why?| o

& Notes |8—5 Comments H@E: Task history ”vﬂ Attachments ||_% Rezource Assighment |

il
i
-]
ey
1=
]
am
Tk
=}
<
L4
U
k.

The following table describes each of the Comments Toolbar buttons.

Button Hot key Description
je 3 Ctrl +S Add new comment to task comments section
b 4 Cancel the changes in Notes entry field
= Preview comments grid contents, create and edit your own print design
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=1 Print out comments grid contents
|E| Switch comment panel layout from horizontal to vertical and vice versa
‘il"-=| Sort the comments in ascending order of the date
|IF Sort the comments in descending order of the date
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
= Enter the text in form of bullet list
E Decrease text font size one point
B Increase text font size one point
g v Set text font size
- Set text font color
X Add or remove buttons to Comments Toolbar

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

@ VIP Task Manager, Standard [| User: Admini:

Tools Help

Task Lisk
Filtets - Task List

3

Panels
L Zolurns 3

(]
-]
| v |Task Groups

o & &l d-]
|¥]
|¥]
| v

=

otes

=

=g’ Purchasing Attachments

'@ Purchasing Pla
g/ Requisition List
'@ Quotations
'@ Orders

[l T imimmm

Motifications
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VIP Task Manager

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.
Comments = % A
Task: #16 - "Make your project planning checllisi'
‘Administrator’ at 12,/04,/2007 13:02
Pleaze, do this task az =0on as pozsible

'John Doe' at 12/04,/2007 13:03
| cant dao this task nowe.

€S X == M IF[==" =% 2 o & ¢ ¢ o )

wehy?|

& Motes |25 Comments .d‘.jZ;Task histary 4 Attachments | 2 Resource Aszsignment

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

Comments
Task: #16 - "Make your project planning checklist'
‘Administrator® at 12,/04 /2007 13:02
Fleaze, dothis tazk az so0on as pozsikle
‘John Doe" at 12,/04,2007 13:03

ok Double

friggior

Comments grid

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

JomnmooeE do 14709 2007 LLaUa ~

| can't dao this task novw.
*John Doe’ at 24,/05/2007 13:51
It's very important to do it right now

‘John Doe" at 24 /0572007 13:52
Shall T put aff my previous kask?

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

v" Sort the comments in ascending order of the date
ject planning checklist' v Sort the comments in descending order of the date
+ Copy all comments
v Print out Comments grid contents
v Preview Comments grid contents, create and edit your own
print design

Cormments

&/ Sort ascending

= Sort descending

& Motes |2=] Comments “.(;.::: Tazk higtory 0 Attac]
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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:

C Undo v Undo last operation
ammn .
_ v" Redo last operation
1=l pur project pls v Cut selected text
“Adm 04/2007 13 v Copy selected text
P"w'ﬁs ST E5 7 v Paste selected text in required place of Notes
) - grid
| I | T v Delete selected text
Ok . Seectal v' Select all text

Tips:

m‘-—&; Comments | gy, Task

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

2

W Comments

Close

Customize & '| 072007 17:44 |3, Planning  |ED
- = [07/2007 17:44 3 Planning  ED
l Commands ] Ciptions ] 07/2007 17:44 3. Planning  ED
Toolbars: 07(z007 17:44 |3, Planning  |ED
= |
=0 : 3. Planning  |ED
¥ Task List 07/2007 17:44 g I
Iv Filters - Task List 07)2007 17:44 |3, Planning  |ED
¥ Task Groups .
: 3. Planning ED
7 Notes 07(2007 17:44 3
v Attachments AN A Tdd 3. Planminn FI
[¥ Motify Events Reset, .. ,
= |l @rants
“H|W Resource Assignment BEA

Double
click

b,

| £

g IR~ . [}

Yes

w & Motes | 2= Comments | 0 pttachments | 2 Resource Assignment .5'._ Task histary

e Double click on Comments splitter allows to display or hide comments entry field
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Comments =a

Task: #16 - "Make your project planning checkb—""

‘Administrator’ at 12,/04/2007 13:02 . -
Left click

Pleaze, do this task as soon as possible
‘John Doe' at 12/04/2007 13:03

| can't do this task now. "
£ = = m ﬂ': = = _—'% Bl Il U i= El Al |8 ™ -v .
Wilhry?
& Motes | %= Comments .ﬁf‘._j:_ Task hizton | Attachments | 2 Resource Assignment

To close the panel click on & 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 User Interface 67

3.9. Resource 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.

[ERT] e L [ e EINTR TR N LoApa ey L1l i = L]

0% G Marmal 0h O | John Doe Joe 19/07/2007 17:44 |3 Planning  |ED
0 % O Motrnal 0k Om | John Doe Joe: 19J0712007 17:44 3. Planning  |ED
0 e g Motrnal oh O Adminiskrator Administrs 19)07 2007 17:44 3. Planning  ED
na. - — ik e A drminicke skae Sdminiskea 10MMTRANT A Tdd 3. Planninn FT
35h 15m w

esource Assignmenkt

-

i, P (e S -
ask: #16 - "Male your project planning checlklist'

k group Ladll Mame Departrment Job kitle b
g Started [ |administratar

John Doe Inknoswn Unknon
g Started ] |Ivan Susanin guide: guide

[ ] |Ernst Meizvestny Developrment Developer
g Started [ ] |Joe Black unkniown 3

|

Started | ¥ %ﬂ* Motes |25 Comments | ‘0 Attachments | &, Resource Assignment q:. Task hiskory
a L]

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

@ VIP Task Manager Standard [ User: Adminig
. File

=N Tools Help

Toolbars . ] & [§ |

_|.q.. |Task List - Grnups

Columns
o @ G & =
i |?§~|Nntes

=g Comparry J'-|Cnmments
i@ Planning projed) =

o 1

-

| 1]F'E:n:nurn:E- Assignmenk %

i Developing pro

B 4| [attachments
arcin Fi
0E ]l W Tack hickorw

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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|

ft 0 %

0k O

John Doe John Doe

19/07/2007 17:44

3. Planning

Cib

Aok [ Nyt

1O S0 T 4 T A
et

= Dlanninnﬂ\i[)

John Doe

19/07/2007 17:44

| 3his é

3. Planning

Resource Assignment

P - v

Pl i

Task group sl ... Mame Department Job title 2%
1. Getting Started | = Adminiskrator =
John Cioe \ Linkrown Unknown =
1. Getting Started [ |1van Susanin \ quide guide
[1 |Ernst Meizvestny \ Development Developer
1. Getting Started [ |30e Black \‘ unknown .
m - [.;_& Motes M% Comments “hﬂ Attachments l% Resource Assignmment J[@g Task history I

v To take Resource Assignment panel out its default location double click on its tab.

Resource Assignment

=FEa

2 2 a2 .
e el |

Marme Cepattrnent Job kitle ]
[ |administrator | =
John Cioe Linkrown =
[1 |1van Susanin quide
|:| Ernst Meizvestny Developer
[ |30e Black unknown b
|.§§ Motes "% Zommenks "@ Attachments I&} Rest{u{r Assignment "@g Task history |

| %
To return Resource Assignment panel to its default location double click on its title
ey )
Task history Double click

@2#a

Resource Assignment
E .%% 2. D [=f.
Il & & & =,

Mame Departmment Job title fa]
[ |administrator =
John Cioe Linkrown Linkrown
[] |1van Susanin quide quide
|:| Ernst Meizvestny Development Developer w

|.§r Motes ”E, Comments ”lr@v Attachments I@g Task history I

Resource Assignment Toolbar
By default Resource Assignment toolbar is located at left top part of Resource Assignment panel.
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Resource Assignment =F8

‘ _ 

Mame Departmment Job title ]
[1 |administrator =
John Doe Unknown Unknown =
[] |1van Susanin guide guide
1 |Ernst Meizvestry Development Developer
[7 |30 Black. unkron 3
|é§' Motes "8—E Camments "_iﬂ Atkachments l_% Resource Assignment "@: Task history |
The following table describes each of the Resource Assignment Toolbar buttons.
Button Description

= Create a new resource

2, Edit selected resource

e Delete selected resource

Tiiks Add resource information fields to Resource Assignment panel

X 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 Manager Standard [ User: Admini

: File Tools Help
B |T|TaskList
. Panels 3 |T| Filkers - Task List
L) Calurins 3 |T|TaskGroups
|?¢ Y B &y .(|Z|Notes
Srig! Company |l|.ﬁ.ttau:hments
@ Planning praje | v |N0tiﬁcations

@ Developing pro
ﬂ Starting pro

| ¥ | Comments

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

Task: #16.- Make yourprojectplanring checklist

Mame C

Administrator
John Do nknown
Ivan Susanin quide

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

Resource Assignment

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

o 9

=
1
=N

Jonh Le

Madonna
Kirkorow
Lev Tolstay

1O00o0o.;

Fiealeab,

Resource Assignment grid

(A R,

Mame

Marme
Adrniniskrakar
John Dioe
Ivan Susanin
Ernst Meizvestny
Joe Black
Paul MoCartney
Jonh Lennon

o o o o

Ringo Skar

Cepattrnent Job title 5
Unknown Unknown
guide quide
Development Developer

unknown -

Development Developer
ark singer
Tearn mernber singer -

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

Mame
Ringo Skar
Lew Tolstay
Madonna
Klinkaon
Ernst Meizvestny

o o

Paul McCartney
Administrakor

O
-

Joe Black

Departrnent %‘_’ Job title 5
Team member . inger
Tearn menmber _riter
Team Member Tnger
Marketing _resident
Development :eveloper
Development Developer

<

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

v'Create a new resource
v'Edit selected resource
v'Delete selected resource

v'Delete all preset filters (is available

only for administrator)

|[] |ringo Star

FEcid Marme
|:| Administrator

(| -

|:| Ivan Susanin i, New Resource
|:| Ernst Meizvestrd| Edit Resource
[1 |30e Black

[1 |Paul Mecartney

3 iz Delete all preset: filkers

By dragging columns header border you can change columns’ width.
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Task: #16 - "Make your project planning checllist’

Marne + Department Job title
Team member singer

[] |ringo Star

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

Planning The ad Blowoo 2l 005 0h Om | Adminiskrakor
§ Customize BJ 2005 24h Om | Adminiskrakar

P 2005 0h Om | Adminiskrator
P 2005 Oh Om | Adminiskrakar Twan Susanin
Toolbars:
p -
FE - . || thom At
P g Task List 2003 0h 10m | Adrministrator Joe Black
v Task Tree
Pl % Resource List 0h Om | John Cioe 29/03/2008 | Joe Black
Pl |V Calendar 0h Om | John Doe 29/03/2008 | Joe Black
A ¥ Filtars - Task Lisk o - n
v Filters - Task Tree Reset. .. LTl Rl e
P ¥ Filters - Calendar oh Om | John Cioe Joe Black, John
v Task Groups
P Joe Black, John
¥ Task Groups on Calendar Yiew Oh 0| Johin Doe '
Pl |V hotes 0h Om | John Cioe 29/03/2008 | Joe Black
P

¥ Attachrnents
v Matify Events
W Roles e

qinistrator  19/04/2007  Administrator, Jo

Double

click b
. CEL
= (R [% ’
Task: #16 - "Make your project planning checklist’
Task group  #|| ... Marne Department Job title ™~
1. Getting Sl [ |administratar
[] |Backstrest boys art Singer
1. Getting S [] |Ernst Meizvestry Development Developer
[] |1van susanin quide quide
1. Getting Sl [ |30e Black unknovan
John Doe Unknawn Unknawn w
1. Getting SI o 22 Comments | & Wotes 4~ Permissions 2 Resource Assignment | Attachments o. Task histaory

e To close the panel click on &1 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 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.

1% Q Mormal | 280312008 Z4h Om | Adriniskrator ZEI0Z/2008 17:53 3. Planning
312h 10m 3
Z B Atachments = F,Ea
»
& S OEP B B .
ask: #1 - "Develop abusiness case for the project’
1am Type MHarme Description
Lirik, C:hmy projectibuzsiness case. doc
File Licenze. txt
S T : 3 :
= Comments |ig), Task history | ] Attachments = Resource Assignment £

Tips:

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

# VIP Task Manager Standard [ User: Admini

. File BUEMN Tools Help

g Iovbars v m (el @ Len

|;| Task Lisk - Groups

© T coumns b || TaskList - Fiters
¥ & @ & 75 otes
=g Company

&= | Comrments

@@ Flanring pro]et|__g% Resource Assignment
g Developing prc| |
1 Starting prn]'|

@j Task Ristory

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

[ U 1f R Highest | 2bfUE 200G IR Ln | AU L oo

2hIULUUE 1,105 2 Flanny

0% 63 Hormal | zafnaizoos Z4h o | Administr ator 260212008 17:53 |3 Planning
| stzhiom .
ﬁ 5 il 533 x|
4 7 gk [ %
Task: #1 - "Develop a husiness case for the project’
Fie didheam Type Mame Description
Lirik. C:hmy projectibusiness caze doc
£l |File License. tat
\
ah | o
= 5] B 0 b 3 n
== Comments | @), Task histary | il Attachments | <. Resource Assighment <

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

AG & &b,

Tupe Mame 2 Degcription

Link. C:Amy projectibusginess cas_u.e_.ggr______h‘_
=| |File Licenze. bt
B /" Double )

click
|$ Comments "@3 Tazk histary If_f[ Attq&hments "&; Resource Assignment | &
To return Attachments panel to its default location double click on its title.
| W C o | RO oy | | et | -
r| | seiozizons 17:53 3. Planning

Ed  Resource Assignment

O x|

A Diescription
Link. C:my projecthbusiness case doc

E] File Licenze. txt

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

Atkachments

e

Tvpe MNarmne Description
Link Zihmey projectcommunication plan, doc
Link bkt v, taskmanagementguide, com
Link htbp: v taskmanagementsoft, com

The following table describes each of the Attachments Toolbar buttons.

Button Description

i Add a new attachment to selected task




VIP Task Manager User Interface 74

"N Edit selected attachment

N Delete selected attachment

a Open selected attachment

& Save attachment to your hard drive

E Add or remove buttons to Attachments Toolbar

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

& VIP Task Manager Standard [ User: Adminig

[¥[&F & &

. File
o s [EERCEE:
Panels 4 | v |Filters - Task List
@] Colurnns 4 |T|TaskGr|:|ups
| W
i

& Planning oraied ¥ | Notifications

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.

i @ b B

Task: #1 - 'Develop a business case for the proje

Lirik, C:hmy projectibusiness casze.doc

I Tupe Mame

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

= & E Resource Assignment

2|1 d

thbuziness case doc
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Attachments grid

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

Tvpe
Link,
Link,

T

Mame
Criymy projectlcommmunication plan.doc

hittpe ffvasn Easkmanagementguide, com

hitpe v Easkmanagenmentsoft, com

Description
description of communication plan

learn it to keach vourself to manage wour time

acquaint yourself with these producks

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

Type Narne [% -'_\.J _escriptiu:ul
Lirk:, :\my projectlcommunication plan.doc
Linik, htkp: [ fwva taskmanagerentguide, com
Linik, htkp: v, taskmanagerment soft, conm
Right click on Attachments grid allows to carry out following operations
v' Add a new attachment
v Edit selected attachment
v Delete selected attachment
v Open selected attachment
v’ Save selected attachment to your hard disc
" Type [ame Descripkion
I | . Mew Attachment  Shift-+Ctri+-4 description of co
Lirk. hktp: it % learn it ko teach
Link. hikbpe i L % Dilete % achment i acquaint woursel

Cpen Aktachment

o=

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

Mame

Type

Ciiymy projecticommunication plan.doc
Lirk.
Lirk.

4

Description

description of communication plan

hitkp: e, Laskmanagementguide, com

learn it to teach wourself to manage wour time

hitkp: e, Laskmanagementsoft, com acquaint yoursell with these products

Tips:
e Double click on the space near Attachments panel’s toolbar allows managing toolbars, commands
and program options via Customize window
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- High 190032008 5h Om| Administrator | John Doe 26/02/2003 17153 . Planning

26/02/2008 17:53

. Planning

. Planning

260212008 17:53 . Planning
Toolbars: —
H « Flannin
ew.. el :
W Task List 26/02/2008 17:53 . Planning

)
3
)
G5
26/02f2008 17:55 |3 Planning
G5
]
3

W Task List - Filters

[v Task List - Groups

¥ Motes

v attachments

260, . Planning

Double
click

W Motifications Reset... ﬁ\

I+ Resource Assignment
W Commments

W Charts %
v Task histary
cription
= T R 0 3 .
°= Comrments | gy, Task histomy | i Attachments | = Resource Azsignment £

e To close the panel click on E4 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.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.

0% k&l High 20j03jz00e 2h O | Administrakor 13/0z/2008 17:49 |3, Planning
e g Highest | 26032008 0h Orn | Adrministrator 13j02/2008 17:49 | 3. Planning
0 % &3 Normal | zainzizons 24h O | Administrakor 13i02/2008 17:49 |3, Planning

| 31zh10m v

“Administrator” at 28,/03,/2007 10:58
Due date: 312202006 - = 3/15/2008

: diagram

'Administrator’ at 28,/03/2007 11:45
|F‘ri|:|rity: Mormal - Urgent

*Administrator” at 28,/03,/2007 12:08
|New Aszsignments: John Doe

H ‘,é' Motes ";"?‘F Cormnrments !@5}: Task higtony |Jﬂ Attachments "% Resource Aszsighment | i

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

@ VIP Task Manager Standard [ User: Adminig

¢ File Taools Help

[£

Toolbars » =B

|§| Task List - Groups

L Columns » |E Task Lisk - Filters
|E| o o e "ﬁ|;_§r|r'-.lu:utes
=g Compary |9;: | Comments

>@ Planning proje
>@ Developing pro
?‘_: Starting pro

| _%, | Resource Assignment
|lfﬂ_ Atkachrments
‘!ﬁJ Task. history

| < oI MnkiFirakinne

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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P [ Highest | 28j03/2008 0 Orn | Administr akor 13/02/2008 17:49 |3, Flanning
ko L Re T R IR '-\
I | 31zh 10m
= Task histary = [E]
e T i,

Pie dfg?m ‘Administrator’ at 28,/03,2007 10:58
i ; S EEREE

] L0 LZUdd 11.949
" |Prinrity: Marmal - Urgek

“Administrator’ at ZBIDSIZNIT 12:08
|New Assignments; John Doe \

(£

|€§' Mates ||% Camments I@g Tazk histom ".ﬂ Attachments "% Fezource Assignment |

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

Tazk history =% E

=1

‘Administrator’ at 28,/03/

Due date: 3/22/2006 - 3(18/2008

‘Administrator’ at 28/03/2007*" ™
|Pri0rity: Mormal - = Urgent: f Double

*Administrator’ at 28,0320 click
|New Assignments: John Doe

b
|$’ Mates "&5 Camments l@E: Tazk h'lﬁtor_l.J ||_i] Attachments ||S} Fezource Assignment |
Ay
To return Task History panel to its default location double click on its title.
Double click “’ ”

Attachments

Task history

‘Administrator’ at 28/03/2007 10:58
Due date: 3/22/2006 -= 3/18/20058
‘Administrator’ at 28,/03,/2007 11:45
|Priorit\,f: Marmal - = Urgent
‘Administrator’ at 28,/03,/2007 12:08

£

|¢_§r Muotes ||%: Comments lﬂ attachments H% Rezource Assignment |

Task History Toolbar
By default Task History toolbar is located at the left top part of Task History panel.
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T azk. hiztory = &8

Task: #16 - 'Make yourprojectplanming checklist'
‘Administrator’ at 28,/03/2007 10:58
Due date: 3/22/2006 -= 3/18/2008
‘Administrator’ at 28,/03,/2007 11:45
|F‘ri|:|ril:y: rormal -= Urgent:
‘Administrator’ at 28,/03/2007 12:08

0=

|New Assignments: John Doe Z
|é§; MNotes ||95 Comrents I@FE Task hiztorny "iﬂ Attachments || % Reszource Assignment i
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
o 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 Standand [ User: Adminis

Tools Help

|| Task List

Panels » | v |Task Lisk - Filkers

Columns » | w |Task Lisk - Groups

.a??% [ ' E|:|N:::tes

=@ Company | W |.ﬁ.ttan:hments

@ 1. Getting Starl| v |Motifications

“ier 2 Defining Thf| v |Resu:uuru:e Assigniment
~i@ 3. Planning Th -~
=g 4. Maritaring T

| : | Camments r

v | Chart
..... @'_ I:ghfh | ar s
i@ B Clozing Do
i@ JohnDoe Customize. ..
e Iwan Suzanin T

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.




VIP Task Manager User Interface 80

Tazk histony

'%;'EET

Task: #16 - "Make your project planning checkli

E'Adminisl:ral:ur' at 28,/03,/2007 10:58
Due date: 3/22/2006 - = 3/18/2008

*Administrator” at 28,/03,/2007 11:45
Priority: Mormal - = Urgent

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

T ask hizton

- Urgent
at 28/03/2007 1:
ts: John Doe
‘Administrator’ at 28/03/2007 1:
Skart: - - 3/18/2008 10:00 AM

Tips:

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

<4 Urgent | 11/03/2003
&9 rormal | 18/03/2003
High | 20/03/2003
b |[Ed Highest | zs/0312008

g Morrma

0 Customize

l Commands ] Cptions ]

Toolbars:

Hew. ..

[v Task Lisk |
W Task List - Filters |
v Task List - Groups |

v Maotes

I Attachments
[v Mokifications Reset...
: v Resource Assigrment
'Administrator’ at 28,.-"!]3,.-"2!]!]?[' v Commerts

Due date: 3/22(2006 -» 3/16/z0f | Charts
*administrator’ at 28,03,2007 M Task fistory

Priority: Mormal -3 Urgent
‘Administrator’ at 28,/03,/2007

Mew Assignments; John Doe

Close

& Mates |25 Comments |.a:._ IE |

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




VIP Task Manager

User Interface

81

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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3.12Charts 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  Quuankity ¥ hveraw
Data Levels: EEENN Paul Smikth - Daka Customize Chart | @ @& Pie diagram

COMPLETE Quantity

i O John Doe
E Paul Smith
a8 %%k

%f' Motes

2= Comments ".ﬁ".: Task histary " 4 Atkachments |@ Charts "l"‘j]-u. Resource Assignment _/

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

@ VIP Task Manager Standard [ User: Admini

=N Tools Help

Toobars — » | [ | & 0 & . .

||ﬁ| |Task Lisk - Groups

@ T Colurnns k 1‘(’] Task List - Filters
RACXCI T
=@ Company |;‘-’5L_='| Comments
C F‘Ianning. prDjE[|:'J::| Resource Assignment
.iI:. ﬂ aktachments

S g Task hiskory

I

TR

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
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I
B0 chas % 50
&= = Complste ¢ Quantity W Averaw J

3 Johin Do
B Paud Smikh

1 motes [ Conmments | g Task history [ Mimmt;

v" To take Charts panel out its default location double click on its tab.

Charts [0 |
[ e Complete ~ Quantity ¥ hveraw
Levels: |TOTIRY Paul Senth |- Data & pe dagran

O Johin Dos
[ Paul Smith

56 %

Double click

iF Notes | %= Comments | )] Taskhistory | /] Artachments ||I|cr[$ ¥ Resource

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

= Complets . Quahtity M AveraM
Data Levels: [EERARd Paul Snkh || Data @ e daqran
COMPLETE | Quantity [0 John Do
@ Fand Smith

W Notes (9 Conments dh Task history "_1} Abtachaments ]ﬁ Resource Assigrenent

Charts Toolbar
By default Charts toolbar is located at the left top part of Charts panel.
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Chatts [0 |

= = . Complete * Quantity “ Bveraw )

G Paul Smith - Data Customize Chart |+ @ Pie diagram

COMPLETE Quantity

Data Levels:

O John Doe
[ Paul Smith

G o

|°'»§' Nokes ||3—E Comments "@5: Task histary " 1 attachments I Charts "_% Resource Assignment |

The following table describes each of the Charts Toolbar buttons.

Button Description

=1 Print out the diagrams

= Preview the diagrams, create and edit your own print design

IsBarkTransfer | | Select the field for creating the first diagram

Total amourt || | 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

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

W VIP Task Manager Standard [ User: Admini

. File Tools Help

. » | Task Lisk
& (v | Task Lis ]
Panels 4 | w |Filters - Task List |
1 —

Columns 4 | w |Task Groups

T o @ @ 9 v |wates
| ¥ |P.ttachments

=g Compary
i Flanning proje |L|N0tiﬁcations

Developing prc| v |Resource Assignment

m&}

el |§| el

Customize. ..

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.
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Charts
@E =  Complete W Cluantity W fwera™
Data Levels: GEEENEEN Paul Smith | Data

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

Charts
Data Levels: NaEEaNE-N FPaul Sniith
Double -
click Q
Avera s l\
Customization zone
Customization zone is located under Charts toolbar.
Chart [0 Py |
= = Order ID * Cuakation ID ¥ Bweraw
P y
Data Levels: JEEENECY select value - Data |_|][l Colurnn diagrarj
2
1 O Order ID
E Quotation ID
»
o+
Administrator
. EEREHE |4 = il b it Pt ] o | ]| (A L

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.

Diaka Levels:

Rl select walue H Daka Cuskamize Chart
il Co®n diagramn

Z E Bar diagram

|-+ Line diagram
by Area diagram

g & Pie diagram
i~ TACLSASLLC

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

Customization

Charts — =238
. Series | Data Groups | Options | E
LoE C let ¥
i mrmREtE ] complete
B Quantity
Data Levels:  BeE=(IH ustaomize Chart ' |_[[[[ Columnn diagram
45 -
35 1
30 1
R [ Complete
20 1 E Cuantity
10 4
]
|.,§r Motes ||3.=

= =  Complete W Quantity

Jaka Levels: | Skakus | (Default)In Progress

Mor

' Mokes "3{3 Carmments "@: Task history "rﬂ Atkad anir
Chatts
= = Complete  Cuankity w = =
: : : Series | Data Graups | Dptions
Data Levels: | Status | (Default)In Progress - |
- Position
- ] ) Default
| O More
35 4 %) Left
30 O Top =
O Compln_ete " ) Right
E Cuantity 1 ) Battom
w4 W w Alignment
0 ] ) Default
) Start
- = = %End
|;§' Mokes "8—: Carmrments ”@'LI Task hiskary ”iﬂ Attadd| + Orientation nrnen
(%) Default
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“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.

Data Levels: | Status | (Cefault)In Progress - Priority | Mormal - B8 select value - Data

k Complete

40,00 %%

50,00 % Htit‘:.'I

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: Stam L Frgares
1 |
Brria %—5—

S e Mormal H Compleke | 25.00 9% - Data

Quankiby

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 Levels: | Status | (Cefault)In Progress Mgt 288 25,00 % — Priority | Mormal - Data |

Cuankity

Cuantity For 25,00 % is 45

e To close the panel click on E2 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

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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ﬁ Lustomize

e T
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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 toolbar.

@ VIP Task Manager Standard [ Use

: Eile Wiew Toaols Help
@ = oo a1
| gMew Task (Ins)in TaskList .. @ 3 £3

e Sa Ea | B

Press “Ins” key

wmn

llllllllll | HPIELEY

pro/ @ EOE TEEK
- Delete Task Fa 1
Duplicate ChrlHDr

el
el
iz @ Increase Priority Shift-+CkrH-Up
1e @5 Decrease Priority Shift+Ckr+-Down

* Mzriial Sarkinm helLn

4. Double click on Task List grid empty space

Right click on Task List grid and select “New Task” from drop-down list
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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 toolbar.

@ VIP Task Manager Standard [ User: Admi

. File Wiew Toaols Help

Eo@m o= ©F | G |E|ﬁ ]!

© Ta Edit Task (F4) hsk List ... & 3 (3

d I
: o o @) | G
||:| Y e et (nl QDAl

2. Select required task and press “F4” key
3. Right click on required task on Task List grid and select “Edit Task” from drop-down list

s case | | Completed | GGG A

m o Mew Task Ins_ F n

EN= 8
oje @ Delete Task Fa I F
3E Duplicate Chrl4+D - L
IHME i
#ME &= Increase Priority Shift+Ckel+Lip M
L3 o= Decrease Priority  Shift+CErl+Diown Iy
03 o L. L e M

4. Double click on selected task on Task List 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 toolbar.

¥ VIP Task Manager Standard [ Ug

: File Wiew Tools Help

- e m@-os o | &k" |E|

i Task Gr Delete Task (F8)| BxA
- B .,

[

2. Select required task and press “F8” key
3. Select required task and press “Delete” key
4. Right click on required task on Task List grid and select “Delete Task” from drop-down list

LA Ll L L e | LTPIELEL =

.e’k hew Task Ins * IE

@ Increase Priority Shift+Ckrl+Up
=
R @= Decrease Priority  Shift+Chrl4-Diown

8

In confirmation window click “Ok” if you want to delete this task, or “No” if not.

] Are you sure you wank ko delete all{1) selected taskis)?
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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.

Mew Task ['5__<|
& Note “';—E Comments 24 watch List Lﬁl,u_ History
) General | @ Reminder < Resources ‘4l Attachments

Mamne: |F'riu:uritize planned activities |

F'riu:nrit_l.Jf e MHarrmal W Tazk Group: |3. Planning The Project " |
drgent
E stima Highest w | Actual Tirne: |D minutes LY |
wiorkfl
e Maomal
Lo w | Complete:
Lowest
[]Due bm_

[] DatekTime

Start Time: | | | |

Finish Time: | | |

| w0k | [ % 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(#103)

& Mote 2=l Comments 2% wiatch List @ History
'-.-_J" General | %" Feminder “*Jﬁ Resources 4 Arachments

M arme: |F'riu:uriti2e plahhed activities |

F'nl:nntyr e Marmal w \ Tazk Group: |3. Flanning The Praject LY |

e
E stima h el | Actual Time: |Elrninutex v|
w— B | 4
okl 683 Hich
- eNnrmaI -]
Lo w | Complete:

- DUEE Lowest y
| |

DatekTime
Start Time: | 25/04/2007 v|[1800 3| [J&NDap

Finish Time: 25/04/2007 v||2130 4| | Recurence..
v
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2. Select required task and click on “Decrease Priority” / “Increase Priority” buttons on Task List toolbar

drop-down list

. File Wiew Tools Help

SR (TR T |E|ﬂ 1 =
@

& VIP Task Manager Standard [ User: Administrs

Witt!
i Task Groups o Decrease Priority {ShiFt+Ctr|+ann}|
0 =

o oy o |

3. Right click on required task on Task List grid and select “Decrease Priority” / “Increase Priority” from

it e

E @ Mew Task s » oo
B G Edit Task e
Ita | g Delete Task Fa -
sure Cuplicate k4D [
&l i
vl o Sl Increase Priority k Shift+Cerl+Up

 allg = Decrease Priority  Shift-+CErH-Down

e b
& Mannal Sartinn Chel4-n
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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 D__(|
& Note 2= Comments 29 watch List .d. Histary
) Gereral | % Reminder 2 Resources 9 Attachmerts

I amne: |Appoint someone to be responsible for the project quality |

Priority: Taszk Group: efiring The Project - |

] + -y,
oF o &3 | © ©F | TE Be |

Estimated Time: |0 minutes | Actug

Mame Lo |

Workflow |:| o B [:-eFi"uki!'u; The Project 19 19

@ 3. Plart¥ng The Project 28 2§
Status: | g Draft w { g ) g ! .
@ 4. Monitoring The Praje 22 22

[]Due Date @ 5. Closing Down 0 10—

0 0

@ Dvan Susanin

[JDatekTime

Start Time:|—| |— \ & Ok # Cancel

Firish Time: | | |

[vo ] [Xewd]

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({#100)
& Note 2=/ Comments 24 watch List |°I|_ Histamy
\J-' Gereral | %@} Reminder 2 Resources 0 Attachments

M amne: |App0int someone to be responsible for the project quality |

Priarity: Task Group: | 27 Defining The Praject vl

E stimated Time: Actug | ol

ok fla l:l
Status: 1

4, Monitoring The Proje 22 22

[] Due Date 5, Closing Down 10 10—
Ivan Susanin 1] 1] 2
D atekTime

StartTime:,m E ’ o Ck ] ’ X Canci‘v
Finish Time:| 25/04/2007 v|[1500 2] [ Recunence... |

.

Alternatively, use drag & drop method to replace the task from Task List grid to required task group on
Task Groups Panel.
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i@ Task Groups on Task List Wiew S W w7 curvent Fiter: (s any of (2, Defining The Proj
H 4 - [P
: Rk o o/ & ed o G, Assigned & W
g © 0 &9
ﬁémf agvtt' Started I = Llams
+ BTG SLarte =) Assigned : Administratar, Joe Black
i 2. Defining The Project 19 19

@ 3. Planning The Project
@ 4, Monitaring The Project

i’ 5. Closing Down 'ﬁ
@ John Dioe

@ Ivan Susanin
@ Ernst Meizvestny

@ Joe Black

g/ Backstrest boys

=]

Hold a meeting with all concerned

o O O O
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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(#100)

& Note 2= Comments 2% Watch List @ History
) General | %@ Reminder 2. Resources i Attachments

M amne: E.-'i‘-.ppnint zomeone ko be rezponzible for the project qualiby

Pricrity: a Mormal e Tazk Group: 2. Defining The Praject L
Eztimated Time: :ﬁ'u_inutes )ﬂ Actual Time: I:I minutes L
: 0 mirtes P
Workflow | B rrirLtes =1L
10 minutes b
Tl 20 minubes ‘ZI Lomplete: Dé"
30 mirut
[]Cue Date 1 thLlJr:u i I
ours b’
| _
Drate&Time
Start Time: |25/04/2007 w | (1230 2| []alDay
Finish Time: 25/04/2007 w| 1500 2| | Recurence...

v
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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.

& Mote 25| Comments 29 wistch List |0I|_ Hiztory
‘-_j.-' General | @ Reminder 2 Resources 0 Attachments

Mame: |HD|C| a meeting with all concemed |

Priarity: |a Marmal - | Task Group: |2. Defining The Project - |
Estimated Time: |EI mirutes v| Actual Time: |EI mirutes v|
ks Flows | |
Statiz: ﬁ [Ciraft _% Complete:
Draft
Due Date * &
[ . Created
-8 | Progress
[] DatetTime 3% Cancelled L
- Completed
2 '
Start Time: Ng Werfied I:I

Finigh Time;

[ 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(#103)
 ® Nate | % Comments 2% wiatch List @, History
) General | e Reminder 2, Resources 4 Attachments

Hame; |Priorilize planned achivities |

Pricrity: |e Mormal w | Taszk Group: |3. Flarining The Project - |
E stimated Time: |IJ minLbes v| Actual Tirme: |IJ minutes v|
ik o | |
Statiz: **‘ [Ciraft 5 Complete:
Diraft
Due Date * 1]
O o Created
-8 In Progress
DatedTime % Cancelled L
Completed
Start Time: Varifiad gm0 3| [CJalDay

Firish Time: | 25/04/2007

21:30 % | | Recumence...
.

2. Right click on required task on Task List grid and select required status from “Change Status”
drop-down list
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[
Rr— N C
& Mew Task Ins »
Send

& Edit Task o B righes!
Defiry @ Delete Task Fa KD * @ normal
Destr by plicate Ctrl+D _.35 e @ normal
Specif | 309% Highest
Thirk @ Increase Prioricy Shift+Ctrl+Up L 5% 0 Hormal
Ensur ©= Decrease Priority  Shift+Ctrl+Dawvn | 20°% Lowest
Farrm 15 % O Marmal
Hald 4 @ Manual Sorting Cerl+0 r 0% 0 Hormal
Make | 0% 0 Normal
Discus | Sl 1inrmal

Hold C-GH Change Status

Haold & Filkers |Current w| o Created

Make Clear Shift+Cerl+

Appai .

Completed

Lisk al 2 Werified

| Groups Always Expand
Ensur l

To change the status of several tasks simultaneously select each of them while holding “Ctrl” key and
change the status using one of the ways mentioned above.
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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.

MNew Task !|
& Mote 2= Comments 2% watch List .é'_ Hiztary
'~_).-' General %" Reminder 2 Resources 4 attachments

Marmne: | Pricritize planned activities

Pricrity: 0 MHarmal A Task Group: | 3. Planning The Project w
Estimated Time: |0 minutes w | dctual Time: | O minotes -
“afarkflow

Shatus: Created w Complete: 0% 5
[w] Due Date
7 708/2007 7N
: 4 August b oA 2007 p
[ DatekTime M Tw i TFG&s
Start Timne: 12345
E 7 8 3101112 (|
Finizh Timed 13 14 15 16 17 18 19
2002 223245 [
ﬁ 282930 3
o Ok ] ’ ¥ Cancel ]
(E=]

To change task Due Date open “Edit Task” dialog and repeat the actions mentioned above.

Edit Task(#103)
& Note 2% Comments =7 Watch List o Hiztory
! General ‘o Reminder Resources L Aftachments

Mame: | Prioritize planned activities

Pricrity: G Marmnal ¥ Tazk Group: | 3. Flanning The Project ¥
Estimated Time: |0 minubes w | Actual Time: |0 minutes w
ik Flow
Statuz: | g Draft v Complete: |0 % —
[w] Due Date
/0472007 v
; 4 April b A 2007 »
[w] DatekTime M Tw T TFGS S
Start Time: 1 0 2 QalDay
23 45 8B 78
FishTime:| 9101112131415 o 2
18171815 20 21 22 |
23 24 26 27 28 29
a0 o Ok | [ 3 Cancel |

Tips:
e To quickly select today’s date click on “Today” button in “Due Date” drop-down box
e 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|
& Mote 2= Comments 2% Watch List u:n_ Hizstaory
'-J-' General | %@ Feminder 2 Resources I.i-:E Attachments
t e |F'ri-:|ritize planned activities |
Pricarity: |G Marmal w | Tazk Group: | 3. Planning The Project w |
Estimated Time: ED minLtes v E Actual Time: |EI minutes w |
Wl flow i i
Status: Eﬁ' In Progress vi
Due Date
|27/08/2007 |
[ ] DatekTime
StartTime:E : : :
Finish Time: || ;
’ o Ok ] ’ anncell

Alternatively, enter required completion value using keyboard.
To change task completion value open “Edit Task” dialog of the required task 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
Using up-down buttons set Start and Finish time
Check “All Day” option to set only date without time

o s

Mew Task '
& Mate 2= Comments <% Watch List ﬂl Hiztary
‘-_—3" General %@ Feminder 2 Fesources Y Attachments

Fricrity: Q Marmal W T azk Group: 3 Flanning The Project |
Estimated Time: |0 minutes o | Actual Time: Dmlnutes ............... w ._
s
Status: | InFrogress | Complete:|20% % |
Due Date
2740842007 o
DatelTime
Start Time: J67/08/2007 v| [18%W = [JalDay
s 4 August B oA 2007 B
\ 7 Recurmence. ..
Fimizh Tirme M Tw T F S & § - -
1 2 3 465
B 7 8 3101112 & Ok ] ’ﬂEancel]
1214 16 16 17 18 19
200N 222324826
%23 29 30 3
\[ Today ] [ Clear ]_,/‘

To change task Start and Finish Date of already existing task, open “Edit Task” dialog of this task and
repeat the actions mentioned above.




VIP Task Manager User Manual 102

4.1.11 How to set task recurrence

To set task recurrence use following steps:

o v

1. Open “New Task” or “Edit Task” dialog
2.
3. In “Edit Recurrence” dialog use up-down buttons or keyboard to set task start and finish time or select

Check “Date & Time” option and click “Recurrence...” button

required task accomplishing duration from “Duration” drop-down list

Set task recurrence interval (Daily, Weekly, Monthly, Yearly, Every Weekday or enter required day
interval)

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
date)

Mew Task E'
& Mate 2= Comments 2% Watch List @ History
".-_'?-' General | @ Reminder 2 Resources 4 Atachments

Mame: | Priciitize planned activities

Pricarity: a Marmal w | Task Group: | 3. Planning The Praject |
Estimated Tirne: EI rniribes v Actual Time: | 0 minutes |
“wfarkflow

S [ nPrgess ] Conpoe 0% 3]
Due Date
B
@&
Start Tirne: | ] &l Day
Finish Time: [27/08/2007 v| (1547 2] Recunence.

| wok | [ % cancel |

Uk
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25 wiatch List

Comments

@E_ Hiztory

Edit Reccurence

Ewent Lirne
Skart: |15: 17 — | End: |15:4? s | Duration: |30 minutes| w
0 minutes .
Recurrence patkern 3 minukes E
10 minutes L=
() Daily 1 15 minutes
{:} @ Bl s 20 minutes
W'kl
() Every weekday 1 hour
() Monthly 2 hours bl
1 early
Range of recurrence
{#) No end date
Start:  (27/08j2007 v
i End after: EI OCCUFTENCES
()End by: |2?;|:|a;2|:|n? v
[ ik ] [ Cancel ] Femove recurrence

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
New Task g|
& Mote 2= Comments : 29 watch List oll History
llllll (@] Gener@_l_______j el Reminder | 2 Resources ) Attachments
@D |[povaw  W[sT 3
4 August kA 2007 »
L M TW T FG§S
. _ 12345 ;
= | 578 9101 12 |
1314 15 16 17 18 19
2021 222324 25 26
%28 23 30 3
[ o Ok l ’ xCancell
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 correspondingly

New Task E|

& Note 2= Comments 2 \Watch List

@] History
) General | e’ Reminder | 2 Resources 4 Atachments

Oa

S — Ul [Brnaes x

. Start Tirme
Finizh Time

Resources:

o Ok l ’xCancell
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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

. . [EE . .. . |oO
= button, to quickly select all resources click = button, to clear all fields of resource list click =&

button.

F Mote

Reminder

Crat
Before

Resources:

2= Comments 2% watch List @), Histary
i@l Reminder , 2 Resources 4 Attachments
|Start Time v| |5 minLtes v|
v]
EE OO
e & @& EE OO
[] adrmiristratar

[] Backstreet boys
[ Emnst Meizvestny
[ Ivan Suzanin
Joe Black,
[JJohnDos

[ Kk

ey T olshoy

[] Madonna
[] Paul McCartney
[] Ringa Star

[ o Ok ][ggﬁancel]

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

| & MNote || f‘-—- Comments

| 24 wiatch List || uj:'ll Higtary

| l,_},' General || @l Reminder | =, Resources | 4 Attachments

OO0EOO|E

Administrator
Backstreet boys
Erst Meizvestny
lvan Suzanin
Joe Black

John Doe
K.irk.oroe

Lev Taolstoy
Madonna

Faul McCartney
Fingo Star

t ame

[ & Ok ][xc.ancel]

Alternatively, drag required task and drop it to required resource on Resource Assignment panel.

.Fnrma group of project managers

15% b In Progress 2. Definirg The 8 fa3zo07

L6007
L1/D642007

| |Poud b Cartry [r—
F Nokes [ 2 cComments | 2, Resource Assirment | @] Task history |
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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.

2
3.
4

Open “New Task” or “Edit Task” dialog
Select “Attachments” tab

Click “® (“New attachment™) button or press “Ins”
In “Edit Attachment” dialog select “File” or “Link” from “Type” drop-down list to attach files or
links correspondingly

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”
[ x|
& Mate = Comments =% wiatch List ® History
Il General %] Femindsr < Resources 4 Attachments
‘%. V¢ H
Type Mame Drezcription
Edit Attachment E]
Type: |File w

URL: |C:hincomingEverybody haz dream. doc E]

Diescription: | article]

o Ok ®HcC |
‘ g [ ance]

[ o Ok ] [xcance|]

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.

2.
3.

oo

Go to Attachments panel

Click “® (“New attachment”) button on Attachments toolbar

In “Edit Attachment” dialog select “File” or “Link” from “Type” drop-down list to attach files or
links correspondingly

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”
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Mew Attachment g]

Descriphion: | article

Type: |File L

URL: |C:hincomingsEvewbody has dream.doc m

o Ok ®xC |
R| RJ (% Cancel | .

Tips:

= % L &tachments BE3

Task: #16 - "Make your project planning checklist'
Task aroup H Twpe Marne

Descripkion
Link, Chy projectiproject checklist, doc
Link. hitkp: f frawn, baskmanagementsoft, com/
o Maotes | =5 Comments Aktachments Resource Assignment | @1 Task histary

To edit attachment select it and click on “* (“Edit Attachment”) button or press “F4” key.
To delete attachment select it and click on “# (“Delete Attachment™) button or press “Del” key.

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 “H (“Save Attachment File”) button or
press “Ctrl + S” key.
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4.1.15.How to add notes to the task
1. Open “New Task” or “Edit Task” dialog and select “Note” tab or go to Notes panel

To add notes to the task use following steps:
2. Enter the notes
3. Click “Ok” button in “Edit Task” dialog or ¥ (“Apply”) button on Notes toolbar
& General %@ Reminder 2 Resources 0 Attachments
25 Comments 2 watch List @, History
gl [l 18 &S

& Mate
I

Make a standard business case
template, it will save your time in the

future

I W Dkl%—l [ 3 Cancel ]

[0 e |

OR

-
-

W 13 W

Mokes
o=y | B (1] T S B el
Make a standard business case template, it will save

;;.ﬁ.pply {Chrl+5) lariﬁ:r.e planned activities*
your time in the future

Attachments |2 Resource Assignment (,-,'. Task hiskary

=
= Camments

I Mokes
To insert current date & time into the notes position the cursor in the required place of Notes panel

Tips:
[ ]
and press ‘F5’ key
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- M otes ﬂ'@tﬁ

s X = = B 1 U ;:! = = £ B> THicosoft Sans S

Make sure that you linked tasks in the correct

order and didn't overlooked any
dependencies

o

-

@mzxznns 152235

,é" Motes —- Comments q_ Task history | 1 Attachments | =, Resowce Assignment

e To create your own text design use Note tab toolbar in “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

e To print out task notes section click on = (“Print”) button on Notes panel toolbar

e Todisplay task notes as plain text under the task in Task List grid click on “Preview Mode” button
on Task List 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 Standard [ User: Administrator, ] [Data

. File Wiew Tools Help

e oo || 8T 1 S|k,
i@ Task List - Groups [0 g | | v |Mone
: - Moke as plain

# |

OF BF G | v . T :

| B B o T TRy o adlE e —
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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)

4 General @’ Reminder R ezources 1 Attachments
& Mate =7 Comments “ wiatch List @, History

Lizt af camments:

'Administrator’ at 12,/04 /2007 13:02 LS
Pleaze, dothis task a3 soon as possikle

*John Doe' at 12,/04/2007 13:03
| cant dothis task now.

'John Doe' at 24,/05/2007 13:51
It's wery important ko da it right now

'John Doe' at 24/05/2007 13:52
Shall T put off rmy previous tasks

“
== = | 3] [2] T | & |2 £l s 6|
Yes
I w Ok N [ XEancell
Comments =E8
Task: #16 - "Make your project planning checlklist'
s
'John Doe' at 24,/05/2007 13:52
Shall I puk off my previous task?
‘John Doe' at 24,/05/2007 13:53 il
= =| | B U 1k FE s IS
@ Mokes | == Comments Attachments Resource Assignment q. Task hiskory

e To insert current date & time into the comments position the cursor in the required place of
Comments panel and press ‘F5’ key
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Commerts =383
[

Yes :

'Administrator’ at 18/07/2007 12:50 |
It's very important to do it right now |

b K = = |_@| T J]_,ﬂ |_5‘-_| B E Bl g i £l E ?

Ok, 1 start doing & a(3/02/2008 15:15:57)

1£:Z Comments ,é: T ask histary |i‘*_:_l Attachments | Resource Assignment £

e To create your own text design use Comments tab toolbar in “Edit Task” dialog or Comments panel
toolbar

e To preview task comments section, create and edit your own print design click on = (“Print
Preview”) button on Comments panel toolbar

e To print out task comments section click on = (“Print”) button on Comments panel toolbar
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4.1.17 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(#55)

'-..._-?.' General %o Feminder 2 FResources 41 Attachments
~ = . _
S Mote 2= Comments 2 watch List e Histary

Lizt of changes:

‘Administrator® at 14,/09,/2007 13:28
Mew Assignments: Adminiskrakor

| |Task has been created
|"Administrator” at 17,/09,/2007 11:51
: Parent: Produckl - = By Produck
|"Administrator’ at 20,/09/2007 10:18
: InTime: 0 -=

Type: -='Plan’

Taotal: -= 25000,00

Quoted: 0-=

Crdered: 0 -

IsComplete: 0 - =

LF, W PR Y VLIS s L W T W Ta T B W P N

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 go to Task History panel and click ‘Print
task history’ and ‘Preview...” buttons on Task History toolbar

Taszk history

| [T - 'Celebrate the close down withing your te
' |*Administrator at 28/03/2007 11:02
Due date: 4/26/2006 -> 4(29/2008
*Administrator’ at 17/05,2007 11:34
:New Assignments: JDHn Doe

am
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4.1.18 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

2. Right click on column header and select “Sort Ascending” or Sort Descending” from drop-down

Hy % [unlate E*

oy

again.
list
» Complete % Priority %
g M% Mormal
1o I Highest
w55 || IO Marmal —
s | [N 35 %% Marmal =0
s | 30 9% Highest =
| oma
ws | 25 Marmal O R ool
we || 20 % Lowesk il
1 oma
s (B0 159% Marmal —
i | | 10 % Marmal ol
0 % Marmal ioh
H oma
0% Marmal ol
h 0% Marmal omisl
——

I_O Marmal

il Sart Casoendneg
Caar Sorting

131-. i
1wu:§;|g$:;:m" tem Adnr
110 12m pcdmic
1603420 = Feter ' fzm tkmic
z:r,luz,ra:llglem':m" 12m
OH03EN  Remon ThsCoumn | 12m v
ﬁmm_‘ﬂ Feld Toorx :1311 i
THIYTE  Afprmenk i
IR Lokt 12m
ERIDEN S i Rk e
24103200 == | i Canker tim ek
— 12 b
TOYIE Bk [l o) | 1 ek

o

[1nhn

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 grid and select
“Manual Sorting” from drop-down list or

click on 3 button on Task List toolbar or
press “Ctrl + O” key

Select the task you want to replace

Right click on Task List grid and select
“Move Up”/”Move Down” from drop-down

wmn

list or click on H / 1 buttons on Task List
toolbar or press “Ctrl + Up” / “Ctrl + Down”
keys

MName Status W Info
v wm‘mm&
oy
Make © Mew Task P
o Edit Task F4 =
Onery 3 H N
@ Delete Task F&
Ident 4 | 1
Consl Duplicate Chrl+D | ® [
it R ml
Send | @ Change Status 3 g —
. o
Defini &2 Tncrease Pricrity shift+Ctr+Up oF & I
Destr g Decrease Priority  Shift+CtrH-Down 10 | | K
Specil 1 A

Filker [

Think, =S
Soarking

Ensur

Move to archive

Farm

Hold & =

Make| - | 6@ A | -
List al * 0 17| & r
Write Sending task(s) by Email... 0 19| & 1

Groug  Export/Printing (3 18 C
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4.1.19.How to group tasks

Tasks can be grouped by any column by several ways:
1. 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 Task List grid.

Appoek 4 beam rrieaniber _'H-'._M

25
o
P Mkt & redestone plart | g Crested
=
) Set b reshitic desdine ) Crested
1. (e ks under | Crestnd
16 B M Mseyoupomt | Inbrogess

B st o

| = .5.“

o Ut althe sctaviies 1 4 Crested 0% EHiow
 ®  emeshowmahtne b mpoges | 10% (@ mom:
} B 3 ety octivtes that | . Comgieted NN @ e
i 2 4 Meescoamukaon @ Crested 0% @ Nom:
3oz Appont a team member .,,w —EM
| o esommomte e @t
|| »F Make o miestoon plan ) Crested 0% g Nome

i
I

i 5 Checkthe proct by the g Inrogress (I @ N
[

Setaredstcdesds  @iCrested | 0% (@ MNom:
Group tasks under Gumn:

@ Created 0%

2. Right click on column header and select “Group By This Field” from drop-down list

ress

%1 Sort Ascending
El Sart Descending
Clear Sorting

=4
[i Group By Box

- o
T Group Footers
:

Remave This Column

R e

Align Left
Align Right

| s%= Algn Center
| 25 o7 = BestFit

Best Fit (all columns)

ge ¥ Actua
jzo08

{2008
008
008

(2008

(2008

jzo08

jzo08

{2008

{2008

jz008

{2008

{2008
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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 Lisk Yiew =& A

@-o“* O L

=" Sek Filker IEII'I\,-' 0 &89
g’ 1. Getting Started 9 a
i 2. Defining The Project 12 19
i 3. Planning The Project 2
ol 4. Monitoring The Project i
i’ 5. Closing Dawn 10 10
i John Doe
@ [van Susanin ] a

3. Right click on required task group and select “Set filter” from drop-down list

@ Task Groups on Task List Yiew =3 A

o o/ &y ew o S

[=) i@ Comparry o &9
o B —
e 2. &
o 3. Pla Reset Filker 28
o 4 Mol g pew Task Ins »| 22
o 5. Clo 10
@ John o= Mew Chrl+3 1
@ Ivans@s Edt ]

Setting filter by the "Name"" field
To display the tasks with definite names OF i Fikers- Task List azgl
containing definite words in their names enter o =
required name of the task or required words in « =" - =B !
Name” entry field on Filters panel, click on |= Common Apply Filter For Task Lst 5"‘“1’“"*”'

“Apply Filter” button on Filters toolbar or press |
“Shift + Ctrl + T” keys. D
. Status w
Setting filter by the ""ID" field
To display the tasks with definite id number U Filters - Tack List El;gﬂf
enter required number of the task in “ID” entry _ :
field on Filters panel, click on “Apply Filter> ~ :c=t " - HREMRCEIEE g
button on Filters toolbar or press “Shift + Ctrl + | = Commen Apply Fiter For Task List (Shift+Ctri+T) |
L keys. Marne [
™ o ic]

Status | b
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Setting filter by the "*Status" field
To display the tasks with definite statuses select S e -l 2z2@
required statuses from “Status” drop-down box on

’ . . | - Current ¥ 5 BT % H .
Filters panel, click “Ok” and click on “Apply '
. 5y . Al =/ Common
Filter” button on Filters toolbar or press “Shift + Name
Ctrl + T” keys D
| Status Ih Progress, Cancelled
Pricrity

Press == button to select everything and | button tusl Trrs
to clear. Estimated T 48 L] Dt

Created
=l By Date
=3

Jeliz e 2 Cancelled
Date Create i [ Completed

Date LastM | o 7] verified
Date Starter

[ate Comph
=l By Resource
Owner

Agzignment

a Ok ] [xl:ancell

Setting filter by the "Priority* field
To display the tasks with definite priorities select 7 Task List - Filters B4
required priorities from “Priority” drop-down box

. . .  Current v B % .,
on Filters panel, click “Ok” and click on “Apply '
H 59 . « . = Common
Filter” button on Filters toolbar or press “Shift + T
Ctrl + T” keys. D
Status In Progress, Cancelled

. Pricrity Hormal High LY
Press button to select everything and | button | P
to clear. Estineted TS5

= By Date D Low

Date Flange G Mormal

Date Create

Date Last M M

Date Starter \'/D Urgent

[ate Comph
= By Resource

Owner

Agzignment

& Ok ] [ 3 Cancel
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Setting filter by the ""Actual Time" and “Estimated Time” fields
To filter tas_ks by thei_r Estimated or Actual _time ¥ Task List - Fiters 820
select “Estimated Time” or “Actual Time” T .
3 - Current v & B o 3.
drop-down boxes on Filters panel '
. . . = Common ~
correspondingly, from the first drop-down list N
select whether the time should equal, be greater or D
less than the value, selected from second Status | InProgiess Cancelled
drop-down list, click “Ok” and click on “Apply N L 4
Filter” button on Filters toolbar or press “Shift + || *;Ct‘_”a'tTZ“Te >
99 Elmate:
Ctrl +T keys- = By Date less w30 minutes s
Date Range MNane
Date Create !S smply
1z nat empty
Date Last M equal & Ok l [ 3 Cancel
Drate Starte: ot equal
[rate Camph I
=l By Resource ;ZZ?;[EQU
Owrier greater or equal
Azzighment between I

Setting filter by the ""Date Range""
To filter tasks by their Due or Start & Finish Date select “Date Range” drop-down box on Filters panel.
If you want to filter tasks only by their Due Date, only by their Start & Finish Date or by Due Date and
Start & Finish Date select corresponding field from drop-down list.

I Task List - Filters = EE
© Current w KT e .
= Common o
M ame
D
Status In Progress, Cancelled
Pricrity Mormal High v
Actual Time | iz not emphy w
Estimated T | greater Oh 10m w
=l By Date
Date Range w
Dretis Crolis Amy to task range and due date
el pply to tagk range and due date
Date Startet | Banpiy o dus date orly
Drate Comph 3
= By Resource -
Owner OPDate
Assignment (") Range
Showe empty date

v

To cancel filter by this field that was set earlier check “None” radio button.
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To display the tasks with Due or Y Task List - Fiters @240
Start & Finish Date relatively curert (R % G
definite time or definite period of — : —
time check “Relative” radio button I
and select required date or period ID
of time from COI’I’eSponding Status In Progress.Cancelled %
- i Pricrity Marmal High v
drop-down list
Actual Time | iz not empty w
Eztimated T | greater Ok 10m w
= By Date
Date Range w
Ut Liezic Apply to task range only w
Date Last M
[ ate Starte 0 None
Date Comph (%) Relative | Today w
= By Resource esterdap
Olvarver D Today
Az ¢ YR Tomaorow
= @ s Last Wieek
[v]Showe Last Year
This Week
Thiz Manth
Thiz Year
Mest Weosk Ok ] [ # Cancel ]
Mext Month
Mext vear
. . i Task List - Filt =E A
To display the tasks with Due or Lo
Start & Finish Date by exact date, Curent 4 MY % .
at exact time, or to display all tasks = Betunend
except exact date check “Date” I’“éf‘“"e
radio ‘t‘)utton, select required field P A T
from “Equal” drop-down list and Priorty | MormalHigh v
select requrEd date In Actual Time | is not empty v
corresponding drop-down box. Estimated T | greater Dh 10m v
= By Date
| Date Range w
Date Create
Apply to task range and due date w
Date Last M
[ ate Starte (O None
D ate Complh ) Relative
= By Resource
Dviner () Date equal || 21/02/2008 w
: 4 Februam » A 2003 p
&, £ ]
szignnien (") Range tar M TwW T FGS S
[¥] Show empty date 1 2 3
4 5 6B 7 8 310
111213 14 15 16 17
18 19 20(E] 22 2%24
W | BB /A
Today
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To display the tasks with Due or 7 Task List - Filets o Ax)
Start & Finish Date from required

. . « . Current b [ - .|
time interval check “Range” radio
. . =/ Common
button and set required period of s
time with the help of drop-down D
time boxes. Status In Progress.Cancelled
Pricrity Mormal High ~
If you want to display the tasks *:Ct‘_”a't“mee is””f”;ﬁ‘ﬁu v
. .. w
without Due or Start & Finish _By;zze ekt
Date, check “Show empty date” Date Range =
Optlon' Dt Crolis Apply to task range and due date w
Date Last M
Drate Starte O Mane
Date Comph () Relative
=l By Resource
Owner &k
Azzighment (3)Range | 21/02/2008 w | tg | 2140272008 v
4 February b 4 2008 ¢
[] Show empty date MTWTFG®& S
12 3
4 5 B 7 8 910
1112 1314 15 16 17
E 18 19 20 22 23 24
25 26 27 28 2{}5

Setting filter by the ""Date Created"’, ""Date Last Modified", "*Date Started" and "Date
Completed™ fields

To quickly set a filter by the “Date 7 Task List - Fiers @xa
Created”, “Date Last Modified”, e @7 % % W
“Date Started” or “Date
v _ « = Common -~
Completed” fields, select “Date .
Created”, “Date Last Modified”, D
“Date Started” or “Date Status In Progreszs Cancelled +
Completed”drop-down box Prioiy | Nomai High ¥
correspondingly on Filters panel. fictual Tine | s nol emely he
Estimated T | greater Ok 10m w
N . . =l By Date
To cancel f_||ter by this field thgt Date Range| TodsyEmpty date
was set earlier check “None” radio Date Create | equal 19/11/2007 v
button. Date Last M
D ate Starte: 3 None
- Date Compl | &) i
To display the tasks that were or = S Oekive e ~
will be created, last modified, G Uk r—
started or completed by definite Assignment || O Fange [Drﬁ;fwk
- - - . . L A% (=<
time or during the definite period Last Marth
of time check “Relative” radio ﬁ?t‘fweafk
. |3 (=<
button and select required date or This Mornth
i 1 i Thiz "
period of time from corresponding s Year ok ] [ coos
drop-down list. Next Marith
Mewt 'ear




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.

less

greater
greater or equal

v
S Task List - Filkers =EA
Currenkt o 4 BT % | .
= Common ~
M ame
D
Status In Progress, Cancelled
Pricrity Mormal High R4
Actual Time | iz not empty w
Estimated T | greater Ok 10m w
=l By Date
Date Range | Today+Empty date | w
Date Create | equal 19/11,/2007 w
Date Last M
Date Starter O Hone
Date Comph || () Relative
=l By Resource O Date
Owner -
Agsignment | (%) Range  [19/11/2007 | 1g | 19411/2007 ~
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To display the tasks that were or T Task List - Fiters EEYx]
will be created, last modified, et @Y T E B H
started or completed by exact date, E —
at exact time, or to display all tasks T
except exact date check “Date” ID
radio button, select required field Status | InProgiess Cancelled v
from “Equal” drop-down list and I ./
select  required  date  in e S v
d. d d b Estimated T | greater Ok 10m w
corresponding drop-down box. e B
Date Range | Todap+Empty date »
Date Create | equal 13/11/2007 w
Date Last M
Drate Startec © None
Date Comph | () Relative
= By Resource | o e [oqual | [1a11/2007 v
Owner I
Assignment || () Range 33;;1 equal

[~

4 Movermber b A 2007 b
M TwW T F 5 5

Then click “Ok” and click on “Apply Filter” button on Filters toolbar or press “Shift + Ctrl + T keys.
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Setting filter by the ""Owner"" field

To filter tasks by the person by whom they are assigned, 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.

Date Lask M E¥

- By Resource

Cnner LY

Assignment

D pehEEE [ Asdmiristrator
] Backstreet boys
] Emngt Meizvestry
Iwvan Suzanin
] Joe Black
[JJohn Doe

[ Kitkaroy

Klinton
[ Lew Talstow

] Madonna

] Paul MeCartney
] Rihgo Star

| ka [ 3¢ Carcel ]

Setting filter by the "Assignment™* field

To filter tasks by the person who they are assigned to, select required resources 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

Cwaner Kirkorov,Lew Tolskoy s
Assignment Ev
Depattrment

[] unassignment
[] Administrator

[] Backstreet boys
Errist Meizvestny
[ Ivan Susanin
[] Joe Black
[JJohn Doe
Kirkaoraw

[ Klintan

[ Lev Talstay
Madonna
[] Paul MeCartney
[] Ringa Star

I VDkl}_] [E@Eancel]
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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.

—| By Resource

Owner Kirkorow, Lew Tolskoy s
Assignment “w
Departrment w

[] Development
[ Marketing
Team Member
[] T=am member
[] Unknown

|:| ark

Show empty field:

@ver ()Mo

I VDklﬁ [E@Eancell

Check “Yes’ radio button to view the tasks with empty “Department” fields or ‘No’ button vice versa.
Tips:

e To save the filter click on “Save filter as” button

e To clear the filter click on “Clear Filter” button or Ctrl+F9

e To delete current filter click on “Delete filter preset” button

e 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 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.

O VIP Task Manager Standard [
Wieww Tools Help

Change User.,
Edit User Ernﬂle

Archive mode

Edit name of root kask graup

Export Wiew To Excel...
Expo r‘tEiE'.-'-.' To HTML. ..
K
Imnport WP=ML. ..

Import From Cutlook, ..

(=) Print. .. Chrl+P
= Print Presview, ., Shift+Ckrl4+P

Exit

2. Right click on Task 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.

Mare Status w D Info Caomplete F‘rlorlt

Develop a business

= Mew Task I
Make sure the praj it Mew 1as n= A TS . Hic
@ Edit Task F4
Crverview any key A i
@ Delete Task F3 L '
Identify all concern 51 1% Hic
Duplicate ChrHD 3
Consult a finance e i § s | Hic
Wite project defin A L0 O Mo
Send praject defini @-| Change Status v P Hig
; i E 0
Define areas be inc &2 1ncrease Priority shift+Chl+lp F O 0% @ o
Describe what each @ Decrease Priovity  Shift-+HCErH-Dawn 4 s @ o
Specify responsibili Filter o 4 P 30% Hic
2 I~
Thirk whao should b Sorting v i b 5% e Mo
Ensure each tearm | B 20% Lo
Morve bo archive -
Form a group of pr 15 O Mo
Hald & meeting with = ; | L e Mo
Make vour project | - E Q2= i 5 % @ Lre
List all the activitie: * ¥ 0% Lot
Write dowin depeng  Sending task(s) by Email... F e | i
Group tasks under AR "t t=5)..
Estimate how much time = | In Progress 20 shift-+Ckrl+P
Identify activities that have < Completed 21 Ckrl+P
Prioritize planned activities | | In Progress 2z o
Make a communication plan | 5| Created 23 Expart Yiew To 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(#10)

'-..._4‘.' General %0 Fleminder < Fesources ,_I:, Attachments
r = [* 73 . = )

& Mote 25 Comments [ =7 Wiatch List l @ Histary

EE OO

EE OO

Lizt of supervizors
Adrminigtrator

C]

[] |Backstreet boys
Ermnst Meizveastny
1 |lvan Susanin
[] |Joe Black

[] |Lev Tolstay

[] |Madonna

[ |Paul McCartney
[] |Ringo Star

o Ok ] ’ 3 Cancel
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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 Standard|[

- BEEN View Tools Help
Change User, .,
Edit User Profile

Archive mode

Edit name aof root kask group

Export Wiew Tao Excel. ..
Expork Wiew To HTML...

&= Print. .. Chrl4+P
= Print Preview,..  Shift+Ckrl+P

Exit

g

Look in: | 25 WIF Team To Do Lis | « & ey E-
2 [)Data
: ()Dsk

tdy Recent [C)Help
Documents )s0und

?T vip_export_file.v rﬁml
Desktop Type: WPXML File
Date Modified: 10/09/2007 13:55
Size: 558 KB

>

My Documents

-

by Cormputer

%

File name: |\-'i|3_8:-:|:lDlt_fi|E ﬂ Open |
My Metwork,  Files of type: |V|F' TaDo Line ML vpsml] j Cancel

Places ™ Open as read-anly
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4.1.24 How to print out the tasks

There are several ways to print out Task List view.
1. Select main menu command [File -> Print...], enter print settings in “Print” dialog and click on “Print”

button.

Printer
ﬁ VIP. Task Manager Standard [ .
[dame: |§ \\winserveriSamsung ML-1710 Series j Properties. ..
Wiews Tools Help
Change User., Status: Ready Metwark. ..
Edit User Profile Type: Samsung ML-1710 Series
Where: UsEO01
Archive mode Comment:
1 Edit name of root kask group [ Frint to File J
Export wiew To Excel. .. |-
Expuort Wigw T HTML. . PR Gaptze
i+ all Mumber of Pages: all A
Impart YPEML. = i
G il -
Impaort From Outloak. . " Current Page il bl 0 Lol -
("~ Pages: |1-1 [ Collate Copies
SHIFE+CER Enter page number andfor page ranges
separated by commas. For example: 1,3,5-12, . 1 2 2 3 3
Exit
Page Setup. .. | Preview, ., | Prink E | Cancel |

2. Right click on Task List grid and select “Print..
dialog and click on “Print” button.

.” from drop-down list, enter print settings in “Print”

Marne Status w Info Zompleke
: __-ME
@ Mew Task

Make 5 i@y Edit Task F4 L 2@ &
S i@y Delete Task Fa L 3 A 1m0 |
Tdentif 4 ol 1%
p— Duplicate Ctrl+D F % B
‘Wrike SR &l [
Send .(;f I Change Skatus 4 I a [—
Define| g Increase Priority  Shift+Chrl+Up oF A o
Descrit @= Decrease Priority  Shift+Ctr4-Down I 10 | |
SpECif ey N S s
Think®  Serking o1z 4 b =%
Ensure Move to archive L 13 - 0%
Farm & 14 15w
Hold & = | s @ N o
Make 3 - | s AT 5=
List all | * e 0%
Write o SEndlng task(s) by Email. . I ol e
Group Print kaskis). ..
Estimate how much time g | In Progress = Print Preview,..  Shift+Ckri4+-P
Identify activities that have | .| Completed Chri+P
Priotitize planned activities | g | In Progress Export 'v'ew To Excel...
Make a communication plan | 24| Created Expart Wigw Ta 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 grid and select “Print task(s)..

Marne Status

Info

.”” from drop-down list

Camplets

. '_"'_-ME
o Mew Task

Make =i
oy Edit Task

o -
Ve & Delete Task F3

Identif

Duplicate Chrl+D
Consult

Write p

Send p| €| Change Status ,
Define | @ Increase Priority shift+Ctr+Up
Describl g Decrease Prioriky  Shift+Ceri+-Dovn

Specify

Filter r
Think w SDrting [
Ensure
Move ko archive
Form a
Haold a1 =
Make v ~
Lisk all b *
Write d Sending taskis) by Email...

Group b —
Estimate how much time g | In Progress
Identify activities that have | .| Completed

Prictitize planned activities | g In Progress

Make a communication plan | £% | Created

Export)/Printing L Print

F
Prink Preview, ..
Print..,

3 |
4 A
5| /&

Tl B
g

ol A
10 A
11 |
1z |
13

14

15| &

16 Q} i 2=

17|

[
1%

Shift+Ctrl4-P

Chrl+P |

Export Wiew Ta Excel...
Export Yiew 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

3. Set "RTF format" radio button

Report options

Data zections:

X
EE| OO

{. General

Q. Motes

: ments
Erﬂ & Attachments

2= Comments %

(%) RTF faormat
{3 HTHL Farmat

[EI Build reporll [ 3 Cloze ]




VIP Task Manager

User Manual

129

Report options

X

mE| ([OO
Data sections:
(D[] Gereral 2= [¥] Commerts
CMI - signments i@, [7] Histery
£ ] Attachments
&[] Notes
COHTML format
[EI Build reporll [ 3 Close ]

4. Click "Build report™ button

Report options

Data sechions:

&
EE| |OO0

l._._;!.' General
*] A b
— Azsignments
(| [#] Attachments
&[] Motes

(=) RTF format
() HTML Farmat

o)

You can preview Task List view, create your own print design using several ways:
1. Select main menu command [File -> Print...], click on “Preview...” button in “Print” dialog.

(" Pages: |1-1

Enter page number and/or page ranges
separated by commas, For example: 1,3,5-12,

Printer

[dame: |§ Viwinserver\3amsung ML-1710 Series j Properties. ..
Status: Ready Mekwork. ..
Type: Samsung ML-1710 Series

Where: LSEaaL

Carmrment:

[~ Print ta File J

Page range Copies

e all Murnber of Pages: all -
(™ Current Page Mumber of Copies: =

[ Collate Copies

AL

Print | Cancel |




VIP Task Manager

User Manual

130

2. Select main menu command [File -> Print Preview...].

#® VIP Task Manager Standard [

"."IEW Tools Help

Change User,,
Edit Lser Ernﬁle

Archive mode

Export View To Excel...
Export Wiew To HTML...

Imnpoart WPEML. ..

Import From Outlook, .

3. Press “Shift + Ctrl + P keys.

4. Right click on Task List grid and select “Print Preview..

Edit name of roaok task group

(= Prink. .. Ctrl+F
[ Frint: Preview... pShift+Cerl+F

.”” from drop-down list.

Caomplete

a0
1%

T
D o
L aa %
R0 %
Es
0%
25 %

15 %
10 %
5%
0%

[ |

B 20%
||

| |

|

Shift+Ckrl+P
Chrl+P

Marne Skakus Infa

& Mew Task HME
Make sure & Edit Task | 2| F @
Overview 3 & Delete Task F& | 3 A
Identify all 4 i

Duplicate Chrl+D - -

Consult 2 F 5| @
Wwrite proje Tl LB
Send proje &= Change Skakus 3 .
Define ared @ [ncrease Priority Shift+CtrH-Up ol A1
Diescribe w| @e Decrease Priovity  Shift-+Ckrl4+-Down I 10 A
Specify res  Ejker 3 1 4
Think. who : Sorting . 12 4
Ensure eag Move ko archive | 13
Form a gro 14
Hald & rnee = I 15|
Make vour | 1 16| F A
List all the |~ | 17|
Virite dowr Sending taskis) by Email... | ol
Group task E::-::|:||:|rt,|'F'rir|tiu S : Print task(s)...
Estirnate how ruch time g InProgress ﬂF‘r‘ianF'rE
Identify activities that have | . Completed = Brint™,
Prioritize planned activities | | In Progress Export Wiew To Excel...
Make & communication plan | &% Created

Export Yiew To HTML...

Print Preview window

To create your own print design, open Print Preview window and use following steps.
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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

iii Wiew Formzt G0

Aebuild trhFa { a .;l 2l
Li T | R T4
_ o o B: . I rint [ revdess =] @ G0 Page Setup...
B Load. . Cti4a Al Vew Farmzt 50 E
_ BS Fitopage
OR =-waso @%OR
H save..  oths ' coom
Margns  Left: 127 mm| Tap: 12,7 mr
S rmt... @he |
Page St} T e
Cptiars... = Mext Fape Fon
=" Last Page Erd
Chisg

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.

&t Format Report

Wigw lBehavinrs I Formatting I Styles I Preview I Cards I Charts I
Shiow Prre i
[~ Caption f Mamifarturer Data Car Data A
Hame |Log\: Model | Sy
EMW 7 X548
&)
Germany
Foxd Exoursion
™ Filter Bar TUnited States
On Every Page dadi S8 Ouatt
o
.E [w Caption (AI: i, D
%} 3 (Fermnany
v Headers Land Rover P AN - G4 Challenge
L -ROVER
[ Footers
[ Filter Bar United Kingdom
Count = 4
\Com ‘-ZI
Title Properties. .. o, | Cancel | {  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.
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& Format Report

wiew  Behaviors ]Formatting] Styles ] Preview ] Cards ] Charts]

Saleckion ?%
E= v Process Selection _cm |

[ Process Exack Selection Marmfacturer Data Car Data
Wame |L0g\:| Modal | v
BMW @ X548
oy
Ford l@' Exmursion
: Tnited States
Andi HUT 58 Chuattro O
=
Land Rover G4 Challenge
| United Kingdom
\. J

Title Properties. .. [0]4 [_\ | Close |

4. In “Format Report” dialog on “Formatting” tab check corresponding option if you want to print one
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

Wign l Behaviors Formatting ]Stvles l Preview ] Cards l Charts]

Look and Feel Pzﬂc \

Ca.rs|

LIkt aFlak

|

Marmfacturer Data Car Data
Refinernents Name |L0g0 Model | SUY
EE [ EE [w Transparent Graphics EMW @ X548
Er]=EE] . : i
[ Display Graphic As Text G -
[v Flat CheckMarks jf‘ rd E i
=} \@} HOUTS10N
[ Suppress Background Textures _ United States
[~ Consume Selection Style Audi "“: T 58 Cuattro [
Paginakion M e =

[v By Toplevel Groups

Land Rover Fwe | G4 Challerge
United Kingdom

B

Title Properties. .. [o]4 | Cancel |

5. In “Format Report” dialog on “Styles” tab check “Use Native Styles” option if you want to change
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6.

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.

&5 Format Report

Wigt ] Behaviors] Formatting  Styles ]Preview ] Cards ] Charts ]

LIse Mative Style P;WH *

=5

dHeader 1 |2 pt. Tim Font. t
Caption 2ot Tim | Marmafacturer Data Car Data
Card Caption Row 2 pt. Tim Calor... Hame |Log\j Model | SUV
_ard F.ow Caption 2 pt. Tim B ” W5 &
Conkent 2 pt. Tun Texture...
Conkent Even Rows 5 pt. Tim I =
Conkent Odd Rows 2 pt. Tim i :
Filter Bar 8 pt. Tim Ford Exoursion
roup & pt. Tim | United States
eader 2 pt. Tin Andi S8 Cuattro
rEviem 8 pt. Tim GﬁﬁD D
i _—
Land Rover - 54 Challenge
Restore Defaults | Save fis.., | | -#
Style Sheets  United Eingdom

| B
o | e | o | mee | )
Title Properties. .. (o4 | Close |

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.

& Format Report

View ] Behaviors] Formatting | Styles  Preview ]Cards ] Charts ]

f Pres
Options — "

e Marmifactarer Data Car Data

Maz Line Count: m Hame |LOgD Model | UV
EMW @ 5485
=
Ford \@ Excursion
i Mnited States
_Auﬂi m S8 Cuattro 0
=
Land Rover ) _, (A G4 Challengs
| United Kingdom
\ Y,

Title Propetties. .. (a4 Close | C Apply b
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7.

“Properties” tab set title colour, font and alignment.

Options

134

View ] Behaviors] Formatting | Styles  Preview ]Cards ] Charts ]
v wisible

Preview
Mazx Line Count:

Cars|

Marnafactorer Data Car Data
5 =] Hame |Logo Model | suv
EMW s 54 8is
&
Crermany
Ford Exmursion
United States
Aoadi = 58 Chaattro
! :ﬁ O
Crermany
Land Fower -3 54 Challengs
L ROVER
Tnited Eaingdom
— M‘
Report Title @
Mode: ﬁn Every Top Page "j'
el Properties T
[ Transparent
Colors | J
T
Font. .. |14 pt. Times Mew Roman [Bold]
[~ adjust on Scale
Alignment
Harizontally: = Center | Wertically: % Center -
Restare Defaults |
(04 Cancel ‘

In “Format Report” dialog check “Title Properties” button or use main menu command [Format ->

User Manual
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
& Format Report
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8. Click “Ok”

To set up page properties open Print Preview window and use following steps:
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

K Print Preview

=M wiew Format Go

& i ] o . R ISP P P
@Desn;n... k4D Y S E Print Preview Name @D _I I Ict I-'-[:'l -
Rebuild Chrl4FS i " = - urchasing esign... r
~ | T e 124 armal u] fEy——
[Z Load... Chrl+0 i g :u_Purcha. L
OR =2« B & @ OR e
‘ Q)
n Save, ., Chrl+5 i g
— Margins  Left: 12.7mm Top T
-1 g

Options. ..

2. 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”
button if you are ready to print.

X

IN Page Setup

Page IMargins ] Header\Foaker ] Scaling ]
Paper Orienkation
Type
@ Legal
) i+ Paortrait
@ Executive
E]ae
@AS [ " Landscape
Ejnses
@ Fuolio
Mo, 10 Env, v
Dimension Print Crder
Width: 213,90 mm = EEoyr 255 (™ Down, then over
Height: 215.90 mm _|:| EE” “*=-35 (+ COver, then dawn
Paper source Shading
|@.ﬁ.uto Seleck j | Print using gray shading
Print... (0] 4 Cancel |
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.
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[N Page Setup EI
Page  Margins lﬂeader'l,Footer ] §caling]
Prewview
Top: |12-?Umm j i
Eokhom: 12,70 mm =i
Left: 12,70 mm A;I
Right: 12,70 mm 4?'
Headar: ,m
Foater: ,m

| Restare Original

Center

[ wertically

_______________________________________

_______________________________________

Print. .. o4 :\ | Zancel |

4. In “Page Setup” dialog on “Header/Footer” tab enter left, centre 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.

Page ] Margins Header\Foaoter licaling]

Header

Eont... |8 pt. Tahoma Background [ro Fill] - ‘

Header Title right
Header title left Header title center
Foaoker
Foot... | |6 pt. Tahama Background  [Mo Fil] -
Footer title center Footer title right|
Footer title left

‘ertical Alignment Predefined Functions
Tl o e O (2 @

[~ Rewverse on even pages

Print... 0K [} Cancel |

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
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BN Page Setup

Page ] Margins] Header\Footer  Scaling
" Adjust To:

y ;I % normal size:

10 _I page(s) wide by 10 4 Lall

Print... [o]4 | Cancel |

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.

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”, “Two 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 Fomat Go
@r-0 660 @ %O EEODLEE o A e e )

Magns  Left: 12.7mm  Top 12,7 men  Right: 12,7 men|  Bottom 12.7 o, Meader 6.4mm Footer 6.4
T
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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

§lEM view Format Go

Qplios
f:@' Design...  CtrHD g R l
Rebuild  Ctrl4+F5 Sy IR
B Load... Cuho [ @.".ﬂ!!s!r.ﬂ.j """"""""""" D [ Zom e ol with Il
SO & Margir Hrks Zaom Seg: 10%
|‘ W Margre Hrcs Whiks Cragang
[ save... Chrl43
) Maasramant Lnks: Iargns Cakar:
&5 Frirt... Ctrl+P =0 =7 || [ e B
Page Setup... D
El Assigne |II Cancel
Close 2
1 2

Flak ToolBar Bukbons

Large ToolBar Butkons

v Marqgins 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

Wiew Farmat Gao

@Design... Chrl4-D P% o

Rebuild Chrl+FS

G Load... o LT
E SaAYE... Chel+5
1

Opkions. ..

Close Print Preview Window using main menu command [File -> Close].
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4.1.25 How to create new task workflow

To create new task workflow use following steps:
1. Select main menu command [Tools -> Custom workflow...].

# VIP Task Manager Standard [ User: Aq

: File  Wiew B EN Help

& o Custarn workFow, .,

.t 1
%, Options. .. E
o Task Groopsorrraskoser el

) 1,

2. Click on “New Status” button on “Edit Workflow” dialog toolbar or press “Ins” key.

% Edit Workflow 3

@i 1 1
Mew Status (Ins)
AcTvE ame mplete relat Complete Motification | 'F=kL statu Color Image

Draft El 0ff Mane B
Created 0= On Created ] :
I Progress 1%-99% | On Open I .-
Cancelled |[] On Cancelled |
Comnpleted 100% On 0k B -
(B e

3. 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 of 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”.
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Litive

M ame: |M_I,J Status

Complete

1 Shrong value:

{*1 Range: |'I - | - |SS -
Right click on

Color: _n Irnage: the bax ta
change image

WF=ML Status: |Created

B |

Muatification: |Eln

bt |

Yalue: |0 :

Vm|

H Cancel |

To edit status select it and click on “Edit Status” button on “Edit Workflow” dialog toolbar or press “F4”

key.

-
&

E!!!!!

@ Edit Workflow X]

f1
Edit Status (F4))] e
—warrre—rrrrpréte relat Complete Motification FrML statu Calor Image
Fl o I
0= On Created B »
In Progress 1%-93% On I .-
Cancelled |[] On Cancelled |HNEEE
Completed 100% On Ok I
TR T [

To delete status select it and click on “Delete Status” button on “Edit Workflow” dialog toolbar or press

“Del” key.

To replace status select it and click on “Status Move Up” / “Status Move Down”

# Edit Workflow

@1 ¢

— Delete Status (Del)I
Mame Tmplefe Telal Complete . Motification 'F=ML statu Colar

-

E!!!!!

F 0ff I

0% On Created ]

In Progress 1%-99% 0On I

Cancelled |[] On Canceled || NN
Completed 100% On 0k N .

Workflow” dialog toolbar or press “Ctrl + Up”/”Ctrl + Down” keys.

buttons on “Edit
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2 Edit Workflow

Status Move Up (CtrI+LI|3)I
e i

Active Mame  —mprove rotification ‘FML statu Color Image
Dhraft | i3 Huore I
Created 0% On Created |

I Progress 1%-99% | On Open I
Cancelled |[] On Canceled |
Completed 1003 On Ok I
e e T B
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4.1.26.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 grid

2. Select “Move to archive” from drop-down list

Drag a column header here to group by that column
Status W Camplet

o Mew Task Ins
@ Edit Task F4
& Delete Task F&

Duplicate Chrl+D

Foll up recurrence task

.q‘EJ hange Status

@ Increase Prioriby Shift+Ckrl-Hp
e Decrease Priovity  Shift+Ckrl+-Down

Filker
Sorting

Maowe ko archive

= | | o EEERRIVEN Y

Srmpime Alms s Coemmm e

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]

@ VIP Task Manager, Standard|[ L

N[N Wiew Tools Help

Change User...
Edit User Profile

it marne of rodk task group

Export wiew To Excel. ..
Expork Wiew To HTML...

2. Right click on required task on Task List grid and select “Restore from archive” from drop-down list

Drag a colurmin header here ko group by that column

_n
Chrl+D

Duplicate
Filker

Restore From archive

Zrrnine Aliizue Fwnand
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4.1.27 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
2. Select required task and press “Ctrl + G” keys

R R
o2 e .

oy Ins

Callth
A0S MANS o Edit Task F4 |

atkend th
Ene e & Delste Task Fa '

Duplicate Ckrl+D

Al im rer remee Facl

@ Change Status 3
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4.1.28.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

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

2.

@ Edit Mail Message -> john@yahoo.com

m Fm_UrlLink

Message Edit Search Format  Ublities Spell Checker  Pri
Text |'-.n'i|:|tm:ti|:|=1III |
LI T-IU IR Y |
]Dhn@yahnn com Link. name | |
oo |
- T [ Ok % Cancel
subject: Atkention
£ 2 i ¥ |
. Style + Courier New 9 # B F IO 4 Irkarral i
Hi, John!
Pleaze, pay attention to this task . It sho
Joe.
= = = ="% English  Stream @ Tk Karen HTML only
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4.1.29.How to make graphic reports on the tasks

To make graphic report on the tasks use following steps:
1. Set filter to display required tasks
2. Group the tasks by required fields

3. Goto “Charts” panel
4. Select required fields for the diagrams from the corresponding drop-down lists on Charts toolbar

Charts

o — .L:Cnmplete W Sum W
Mone
Estimated kimne =
Actual tirme

Draka Lew Complete * walue - Data
kotal >
ankiky

!

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
B = | price % Complete w |Sum Ff-
z Maone 2
Min kg ————
((ull=0=8 seleck value - Data TS
—_— Count
Average F
price
e

6. Select required type of diagram from the drop-down list in the right upper part of Chart panel

Custarize Chart ﬁ Pie diagram \i

|_[[[[ Colurnn diagrarm
E Bar diagram

|-+ Line diagram
lh Area diagram

® Pig diagram

Conplete

-

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.

= =  Complete  Quankity

Jaka Levels: | Status | (Default)In Progress

Priarity:

Mo

L.
JER
=2

Mokes ‘3-—' Caomments d._ Task hiskary ‘rﬁ Attac

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 ]

Series | Data Grnups| Optians |_
+ Legend A
+ Position B
) Default
O Marne
%) Left
O Tap E
) Right
O Bottarn
w Alignment
) Default

E [ %Center

) 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 |

| |

= = | price  Mone ¥ Min v

Charts

-+

DataLe{E ;Egn tect value 3 (HIETEN select value | Data
4
T —

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).

Chatts = &8
= = price » None ¥ Min M
Data Levels:@select value [ Complete - Data Customize Chart [[i[[Cqumn diaqrarn
4.5 1
4 .
3.5 1
3 -
2.5 1
2z 1 [ price
1.5 A
1 -
0.5 1
o T T
Low 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.
Charts

B = | ptice w Mone

Canplete
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OR
4.5 1
‘ -
35 4
3 T -
25 4 @]
2 4
l"i" ] peice For Low is 4
0.5 1 | ]
o v -
Liwe Mormal Highast
Charts =R
= = price * Mone % | Min %
Data Levels: | Priority | Low —Relys=eEn selectk value - Data Custamize Chart L[i[lCqumn diagram
5 -
4 -
3 -
1 O price
2 A p
1 -
u]
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

D= = | price * Mone ¥ Min ow

Daka Levels: | Priority | Low

Lo L R T R S ]

price For 10.00 %6 is 4 |

[~

10,00 %% 50.00 %%
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Chatts = &

= = | price W Mone ¥ | Mn v

Daka Levels: | Priority | Low - Complete | 10,00 % Customize Chart | |l Column diagram

4.5 7
4 .
3.5 1
3 -
2.5 1
2z 1 O price
1.5 1
1 -
0.5 1
o

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 ¥ | Mn W

Prirt...
Daka Levels: | Priority | ormal H Complete | 40.00 %
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4.1.30.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 Standard -> Database
Manager

) Mozills Feefox:
B VIP sy Softviars ) VIP Task Marwger Professional ¥
5 Cambasia Sudo 4 v | T VIP Organicer ¥

s Acrobat Dutller 7.0 G VI Task Maracer Tondard b
bl 5 Adebe Acrobak 7.0 Professiona

£ Urinstal

@ Databa g Monager
o VP T Manager 5

2. Select ‘SMTP’ tab in Database Manager’ window

X

Database Manager

General | batabase_ﬂ SMIP)
~tr

Default parameters _

Hast: iCDmpanH |

Lsername: Isysdba |

T
Password: |********* |

Database Path: iE] Ci\Program FilesiYIP Quality Softwareiyl v-

Apply ] [ Close

3. Check ‘Enable E-Mail sending’ option

Database Manager E|

| meneral | Databases | SMTE |

—
Port: |S87 4 % * | (Defaul: 25)
Authentication:

User: | |

Password: | |

Check every: |1 < = »| min

Sender Name: | |

Sender E-Mail: | |
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4. Enter host name of your SMTP server into ‘Host:” entry field

Database Manager

| zeneral | Datal:uases.| SMTP |

X

Enable E-Mail sending. =

Host |smkp. aol.com }

Port: |557 < = » | (Defaul: 253
Authentication:
Lzt | |
Password: | i
Check every: |1 4 o % | min

Sender Mame; | |

Sender E-Mail; | |

5. Enter SMTP port into ‘Port:’ entry field

Database Manager

| General | Databases | SMTP |

Enable E-Mail sending

Host: |smtp.au:-|.-:u:um |

Fart: |I (Defaulk: 253
Authentication: |L|:u;|in ~

User: | |

1
Passward: | |

Check every: |1 <% | min

Sender Mame; | |

Sender E-Mail; | |

[ Test |

’ apply H Close
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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

X

Database Manager

fGeneraI-!' batabases-i SMTP |

Enable E-Mail sending - s

Host: |smtp.au:u|.u:u:um |

Port: |5&7 5 >i (Default: 25)

Luthentication: | Login A \

Mone '_'—I

User:

Check every: |1 e >! i

Sender Mame: | |

Sender E-Mail: | |

[ Test |

[ Apply ][ Close ]

7. Enter user name for authorization into ‘User:” entry field

Database Manager E|

| General | Datal:uases.| SMTP |

Enable E-Mail sending

Hostk: |smtp.au:u|.u:u:um |

Part: |557 4 % » | (Default: 25)

Authentication: | Login b
tgser: |ju:unes| _)

Password: |
Check every: Il = >| iy
Sender Mame: i |
Sender E-Mail: ! |
[ Test ]
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8. Enter user password for authorization into ‘Password:” entry field

Database Manager

| General | Databases | SMTP |

Enable E-Mail sending .

Host: |smt|:-.an:-l.n:n:|m

Part: |587 4 2 » | (Defaul; 25)
Authentication:

=er: |j|:unes

Passwnrdt |********| )

Check every: |1 4 o % | min
Sender Mame; | |
Sender E-Mail; | |
[ Tesk ]
’ Apply ] [ Close

9. Change time-out value in ‘Check every’ entry field, if needed, and click ‘Apply’ button

Database Manager

| General | Databases | SMTR |

[#]Enable E-Mail sending. S

Host: |smt|:u.au:ul.n:|:|m

Port: [s87 4 % 5| (Defaul: 25)
Authentication: |£:u;|in w
User: |j|:|nes |

Passward: |********

Check every:

Sender Mame;

Sender E-Mail; |
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10. Enter your name into ‘Sender Name:’ entry field. It will be added to the message

Database Manager

| General || Databases | SMTF |

Enable E-Mail sending _

Host: |smt|:u.au:ul.n:|:|m |

Port: |5a7 4 = 5| (DeFaul: 253
Authentication; |L|:u;|in W
User: |j|:|nes |

Passward; |******** |

Check every: |10 4 % % | min

w

Gander Mame:! |J-:unes 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: |smtp.au:-|.-:u:um |

T EaEm|
Fork: |557 4 o » | (Default: 25)

Authentication:

Uzer: |j|:unes |

Passwiard; |******** |

Check every: (10 4 % | min

Sender Mame; |J-:unes amith |

Sender E-Mail; (5ith@anl.mm 5 |

[ Test |

’ apply H Close ]
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12. Click ‘Apply’ button

Database Manager

| zeneral | Datal:uases.| SMTP |

Enable E-Mail sending .
Host

User

Sender Mame

Sender E-Mail

Park:

Authentication:

Passwiard;

Check every:

X)

; |smt|:-.an:-l.n:n:|m

lsa7 4~ »| (Default: 25)

; hnnes

|********

10 e

w

¥ | min

; |J-:unes Srith

g |smith@anl.n:|:|m| |

[

Tesk ]

Gl o=

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:

Passward:

3

3 |smtp.a|:||.-:|:|m

[55 ¢ 50| (Defaul: 25)
ILl:u;in b

w

:|1I:I 4 = | min

; |J-:unes amith

] |smith@au:-|.-:u:um |

C

Test F ?

|

Apply ] [ Close
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14. Click ‘Close’ button

Database Manager

)

General Databasesl SMTP |

Enable E-Mail sending

Hast: |pu:u|:u.gmai|.cu:um

Port: [485 ¢ & » | (Default: 25)

Authentication: !Lu:ugin (TLS) b |

ser; |ju:unesmai|

— A ——
Passwaord: I********** |

Check every: |10 = ¥ | min

Sender Mame: |Jnnes |
i

Sender E-Mail: !junesmail.aol.cum

[ 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 b Zomplete Priariky
A HUSINESS e ;
| Mew Task Ins
|Make sure the projec o
— E gy Edit Task F4
| Overview any key ris
L |igy Delete Task F&
{Identify all concerned
;Ccunsult a finance Bpl=ats ek
i - Foll up recurrence bask 1
‘Wirite project definitic
1Send project definitic €~ “hange Status 4
|Define areas be & Increase Priority Shift-+Ckr+Up

\Describe what each | @- Decrease Priority  Shift+Ctrl+Down
soecyresponsily |y, |
| Think. who should be i Sorting b

|Ensure each team
! Maove to archive
|Form a group of

Held a meeking with o ek Groups A

Makﬂ waur prDjl.E:l;t

;I._ist all the activities ir *

é'-.-'-.-'rite down

{Group kasks under
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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

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

Tips:
- To quickly select all data sections

-
click on [EE] button
To quickly uncheck all

onsc
sections click on (221 button

data

Setting parameters for sending tasks via E-Mail

EE| (OO
EE] (OO
General

g_\ Agzignments

@ Attachments

2= ] Commerts

gﬁz%-listury

[ Aksa send attachments

Back [ = ] [ Cloze ]

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

% Azzignments
4 [¥] Attachments
&[] Notes

22 [#] Comments
.gr'i'; Hiztary

thJso send attachments

Back

Cloze

e ) |
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18. Click ‘Next’ button

Setting parameters for sending tasks via E-Mail

@ General

% Azzignments
4[] amtachments
3:5' Motes
Srz, Commentz
@E Hiztary

[¥]i&lz0 send attachments ;

Back {E - Ne:-:t[ - ’ 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 task u:unl__l,D
3 Custorn list

The list containg only resources who have e-mail
address in 'E-mail’ field

Jobr Dioe tadonta

lvary Suzanin Lev Tolstay
Ernzt Megvestny Backstast boys
FPaul McLartney Kfintar

Rman Star

Additional e-mail lizt: | |

’ Back ] E Mext ;] [ 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) putton

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

{7 Assigned resources(for task anly]

& Custorn list
The list containg only resources who have e-mail
: s EE| OO
addresz in 'E-mail’ field
] John Doe [] Madonna
[] Ivan Susanin [] Lev Tolstay
Ermzt Meizvestny [] Backstreet boys
[ ] Paul McCartney [] Klinton
Ringo Star

Additional e-mail list; |ment@yahuu.cnm,salesdepartment@yahnn.u:u:um|

Back ‘E Mest E } | Cloze

23. Select required template from ‘Templates’ drop-down list. This template defines the view of outgoing

message.
3
@plates |
Meszage header:
Meszage footer:
[ Back ] [ Send J [ Cloze ]
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 Standard) 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.
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24. Enter the header of e-mail into ‘Message header’ entry field

Setting parameters for sending tasks via E-Mail [EJ

Templates | Drefault walt L |

hezzage header:

Mezzage footer

| Back || Sed | | Close

25. Enter the footer of e-mail into ‘Message footer’ entry field

Setting parameters for sending tasks via E-Mail

Templates | Drefault. =zt V|

hezzage header:

Mew tasks

Mezzage footer:

Pleaze, do it az zoon as pozzible

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

i ] 1 messagels) have been sent ko query,
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4.1.31.How to send notifications 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

\J General( m.atns _e,“ Wwhatch List |

ETS ||m

E-Mail: | warypal@mail.

Job title: |guide

Address: | Unknown

|
|
Cepartment: | quide |
|
|
|

Phone: |EIEEE241

Set paszword: | |

Permizsions -

Login Szzignment [ Administration

4. Check ‘Sending notifications by Email’ option and click ‘Ok’ button

Edit Resource

D General| ©% Notifisations | 25 watch List|

&3

EE OO0
mE OO0

Ewvent Types o
. | Task [Change "Actual time"] [

. Task [Change ".-’-'-.ttau:hments"]
. f.;;k [Ehange "Eu:umments ]
. _Task [Ehar‘_u_ge "Eu:umplete"]
__. Task [Ehange "Due Date"]

[+ | _:as.l% [Change "Es ated time']

[+] [Task [Chanage "Flnlsh tlme ]

- . 'I-'.asié [ijhange "Mame'] e

([¥]i5ending natifications by E-ma_|_

( o Dk) [ ¥ Cancel
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4.1.32.How 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 Standard [

nE

Exit

Change User, .,
Edit User Profile

archive mode

Edit name of rook task group

Export Wiew To Excel...
Expork Yiew To HTML. ..

Irnpoart YPEML. ..

Irnpiort Fram (¢
Print. .. Chrl+P
Print Preview,..  Shift+Cerl4+P

e el S|

4. Open ‘Import into:” drop-down box and select task group to import the tasks from MS Outlook

Import Outlook options

|mpaort inta: | 2 Flanning The Project v|
Flimpot d o @/ @z of oy L5 S
Divide Mame: o s’
_ | Eer Comparry 1]
[¥] Don'tin o [T — -
Diar't in e 2. DEF g The Project 24
@' 3. Planning The Projeck 31
Don'ting =g 4, Monitoring The Proje 21
ai| Fakfh 2 b
Outlaak gra
o Ok 3 Cancel
- l J | l
Imp /
[] Import appaintrients
Irnport contacts
l Ok ] [ Cancel ]

Note:

To select task group you can highlight it and click ‘Ok’ button or double click on task group
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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

Impart inta: | 3. Planning The Project w
[«] Impart (éﬁ"“ s o ©f | T & h??)
Divide: Edit Folder |E e
| B Company
Dan't in ' 1. Getting Started 7
Dar't ird i@ 2, Defining The Project 24
(3. Planning The Project
Clon't i = 4, Monitaring The Proje 21
5. Fohfh a7

Outlook grd

imp 4 Ok ] [ 3 Cancel ]

[#] I mpdreperemrren

[]Impart appaintments

Import contacts

| ok || canes |

5. Check ‘Import uncompleted tasks only’ option to import only the undone tasks

Import Outlook options §|

Impart inta: | 3. Planning The Praject Lv |

@I mport uncompleted tasks only)

Db%ivide 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

[ Impart journals

[ Impart appaintments

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 is
not checked, tasks, journals, etc will be placed into selected task group.
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Import Outlook options PX|

Import into: | 3. Planning The Project w |

Impart uncompleted tazks only

Divide tazks into groups [T asks.Jounals ete.

Db%un‘t import attachments
[]Con't impaort tazks that were imported before
[ ] Don't impart contacts that were imported before

Cutlook. groups:
[ ]Impart tazks

[ ]Import journals
[]Import appaintrments

[ ]Import contacts

| ok || Ccancel

7. Check ‘Don’t import attachments’ option to import the data from Outlook without attachments

Import Outlook options §|

Impart into: | 3. Planning The Project w |

Irmpart uncompleted tagks anly

Divide tazksz into groups [T asks.Journals ete.]

D or'b import attachments )
-y

|j\¥]u:un't impart tazks that were imported before

[] D't impart contacts that were impaorted before

Cutlook groups:
[ ] Import tasks

[ Import journals
[ ] Impart appointments

[ ] Import contacts

ok || Cancel |

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 PX'

[mpaort inko: | 3. Planning The Project L |

Impart uncompleted tazks only
Divide tasks into groups [T asks.Jownals ete.)

Don't impart attachments

Don't impoart tasks that were imported before

[ ] Don't import contacts that were imported befor
|

Dmnk araups:
[] Impart tasks

[ Impart jaumals
[ Impart appaintments

[ Impart contacts

| ok || Cancel |

9. Check the data groups from ‘Outlook groups:” section to import from Outlook (tasks, journals,
appointments, contacts) and click ‘Ok’ button

Import Outlook options r5_<|

Irnpart inta: | 3. Planning The Project w |

Impart uncompleted tazks only

Divide tasks into groups [T asks.Jownals ete.)
Don't impart attachments

Cran't import tazks that were imported before
[]Don'timport contacts that were imported befare

Outlook, groups:

Impart tasks

[ Impart jaumals

[ | Import contacts

G

10. MS QOutlook 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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4.1.33.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 Standard [ U

. FEile Wiew BEWEN Help

Cuskonn warkflow, .,

2. Check ‘Assign task to owner by default’ option and click ‘Ok’ button

x]

Options

General G ene ral

Attachments

Global Hotkeys
Task List and Tree [ ] Automatically load progranm on wWindows startup
Sounds

[ ] Run program minimized

[ ] Minirize ta tray

Format Estimated&actual time: | In Hours "
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4.1.34How 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

Mame Skatus b

Complete

. - . Lo T
Wﬂ @ Highest
I o MNew Task Ins Btohls

Priority % | Due Date » E

h _ Highest

Make sul

. &= Edit Task F4 | IRSEnee
. - — n

.Overwet @ Delete Task F3 _ H'f;h | 12_'f_03_"l_2008 ]

Identify | | k Highest | 13i03/2008

1 Duplicate CErlHD & = T T

Consult | B [ Highest | 14j03i2008

Write pri L e Mormal 13j0812007

Senel pire €| Change Status o Edriohest  15i08j2007

|Define & g Increase Priaricy Shift-+Ctrl+Up 3 0 Morrnal

Describe @= Decrease Priority  Shift+-Chr-Down 2, | Narmal

Specife ! Fjaer y ' Highest

.Think wh  Sorting 3 Ii.l'lo :0 Marmal |

Ensure g B '

I Move to archive P . csilzizll

Form & ¢ i |6 normal

Hold & m == e | Marmal

Make yo "5 3 |<E» Urgent | 18(03/2008

List all tH 5 Lo 04/03/2008

lwrite do Sending taskis) by Email, ., . = |

= f ootk Prinki

roup ta Expoar .,IFrln.n - : . :

|Estimats haw much time .B' n Progn.ess '- iEl.E Print Preview,..  Shift+Ctr+P |

[Tdertify activitis that | . Completad _ = Print... Chrl+p

Prioritize planned g InProgress [N 25 Expart Wiew To Excel.,.

Make a communication 1 Created 0

Export Wiew To HTML...

2. Check required data sections that will be included into the report

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
descriptions of attachments of selected task
Notes — notes of selected task

Comments — comments of selected task
History — a history of task changes

and

Report options

[rata zections:

EE| (OO
EE| |00

"1-' Comments
@, [¥] History

(&) RTF farrmat
) HTHL farmat

[emnlate | Drefault wai

’E, Build repu:urt] [ 3 Cloze
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Tips:

[= =
To quickly select all data sections click on button

oo
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|
EE| (OO
[ ata zections;
.,____1. General 2= |[¥] Comments

& [] &ssignments .QIJ_ Hiztory
_'r;! Attachments
o [#] Motes

CYHTML famat

’E, Build repu:-rt] ’ ¥ Cloze ]

4. For HTML reports select required template from ‘Templates’ drop-down list. This template defines
the view of the report.

Diata socoons Dala seclions
o [#] Gensral 25 [#] Comments ' o [#] Gensral 25 [7] Commenis [
2 [ Assignments @i [#] History 2 [ Aszignments gl [#] Higlony
O]t chames Q) tochments |
& [#] Motes "I‘ 3 [#] Motes
() RTF fomal ("3 RTF formal
QL Toms) QL o3
Templotes | Delauk el v T emolotes (Defaut E').
[_5 Build |epmtJ |_ ¥ Coze J [H Busid repmtj |_ ¥ Coze J

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.
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5. Click ‘Build report’ button
Report options r>_<|

: =mE| OO
Drata sections; EE| (OO

g,_;& General 'l‘:' Commentz
f-;" [ ] &ssignments .§"|: Hiztary

T| Attachments

& [w] Mates

{3 RTF format

Templates | Crefault sl L |

[E Buiqurepl:urt] ’ 3 Cloze ]
by
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4.2. Task Groups

4.2.1. How to create task group

There are several ways to create new task group.
1. Click on “New Group” button on Task Group Panel toolbar.

i Task Groups on Task List ... =] 32 £3

S Cornen o a1
o Mew Group {Chrl+HE)
.o.—.—ummm—‘. 111

vefining The Pre

g 3.Planning Thel 28 28
g 4, Maonitaring The F - 22 22

no

Press “Ctrl + G” key

3. Right click on Task Groups Panel tree and select “New” from drop-down list

@ Task Groups on Task List ... (=) 5% £3

el | S

@ 1. Getking Sk
o g Reset Filker
g’ 2. Defining

i@ 3. Planning T i@ Mew Task

g Jobn Doe e Edit

ne

Lde
Ins 5
@ 4. Monitoring be
@ 5. Closing Do 'm N

ns

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”.

Mew Folder

) General 2 Resources | & Mote | 2% Watch List

X

Mame: | b arketing plan

Tazk Group: | Starting project o
, = + e
of & &l | ® oF | Tu B | ==
Mame
[=higr Company

i@ Planning project
i@ Developing project

. I R

a 'E-tartiruN:ur-:-je':t

Cancel

| wox || %cancl |
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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

wmn

@ 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 press “F4” key

Right click on task group on Task Groups panel and select “Edit” from drop-down list

i@ Task Groups on Task List ... (=] 5 £

o o ar S,
[=)-g+ Comparny o a9 “ééDevelnpé
@ I -
' Vit
& 2. De Set Filker i
o 3. Pla 5
- dow
@ 4 Mc @ Mew Task Ins i
e 5. Cle ify 2
@ John @™ Mew G L
@ Ivan i
?" . & th
g Ernst e Delete 1
ES 4 ol . sun
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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

¢ ANS.
[=)4@ Comparry Delete Group| O &9
w1, Getting Started 2 9

[

2. Select required task group and press “Delete” key
3. Right click on task group on Task Groups panel and select “Delete” from drop-down list

W@ TaskGroups on Task List ... =1 &2 E3

] en or Gy E - |

=g Comparry o g9 f“ééDEVE
& W il
A Set Filker et
o i
© 3 e
® F g New Task Ins f”ti
i@ 5 den
& I 2 Mew Chrl+a -~
@ Ives Edi -

. bz

|é| El

......... O Cuplicate task group. .. foke

In confirmation window click “Ok” if you want to delete this task group, or “No” if not.

3

Confirm

Are wou sure ol wank ko delete all(1) selected task groupls)?
\“-‘}'/ All tasks within selected task groupis) 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.

2
3.
4.
5

Tip:

Open “New Folder” or “Edit Folder” dialog
Select “Note” tab

Enter required notes into note entry field

Create your own note design using Note toolbar
Click “Ok”

X

Edit Folder

w..) Gereral| 2 Resources| & Mate | 25 watch List

_-=|E|.s u (= e 21 M IR

Make sure that you defined project's
purpuse, outcome, value, potential
problems, responsibility, budget,
authority, deadlines

[ Vnkki | 3¢ Cance |

e To insert current date & time into the notes position the cursor in the required place of Notes panel

and press ‘F5’ key
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4.2.5. How to sort task groups

To move task group select required task group on Task Groups panel and click on “Move Down” / “Move
Up” buttons.

i@ Task Groups on Task List ... [=] 22 3

: | o L 4

= |
ot oy ey =

=@ Company Phre Down a9
i 1. Getting skaffe 9

@ 2 Defining The Prc 19 19|

3. Planning The | 28 28|
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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”

MNew Folder |

| [} 1 [| - [ 2= .
h-_J' General | i\ Resources | & N-:ute| 57 Watch LlStl

Lizt of supervizors
[ | Administratar
John Doe

Paul Srmith

wr H; 3 Cancel

Tips:
[E=
To quickly select all resources in the list click, on == (“Check All”) button

oo
To quickly clear the list of supervisors, click on =8 (“Uncheck All”) button
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4.2.7. 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
2. Select “Move to archive” from drop-down
list

@ TaskList - Groups [0 X |
[P
Tl e
[=lig Purchasing i} 6
ol [ o —
o Set Filker
Reset Filker
@ g™ Mew Task Ins *
@ Fe
© Qu o New Chrl+5
o Org e Edit
e .
I Task List - =
: Insert copy of kask group. ..
¢ Current
Duplicate task group...
=) Common
etz 5 Custom fields options
(] o
Skatus

o4 Move Down
Prioriky

Actual Ti
Eskimnates

Sort alphabetically

Mawe ko archive

=l By Date 7. Expand &l

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]

@ VIP Task Manager Standard [

Eiew Tools Help

Chanage User...
Edit User Profile

Egit name of rodk task group

Export Yiew Ta Excel,..
Export Wiew Ta HTML..,

2. Right click on required task group on Task Groups panel

3. Select “Restore from archive” from drop-down list

@ Task List - Groups

+
iE [

g

=B%@)

| =@ Comparry

- Set Filter

T Expand all
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4.2.8. How to duplicate the task group

To duplicate the task group use following steps:
1. Right click on required task group on Task Groups panel and select “Duplicate task group...” from
drop-down list.

@ Task List - Groups = £ 8
. o T e e e
=@ Purchasing III
: [=Hig i':
© ¥ SetFilter
| Reset Filker
L}
€ g Mew Task Ins
g F
& d o Mew k43
o (@ Edt
o I ey Delete
| T F
= Insert copy of task group. .,
o

Duplicate kasg

2. Open “Task group” drop-down box, select task group where you want to insert duplicated task group
and click “Ok”.

T azk group: L
= + =
O [ﬁ“ o & ©of oy Tu oo | Ex
[ ] Copy permis Mlame e | |
=@ Compary ]
(rok 1. Getking 'E-t-s&ted
i@ 2. Defining The*Project 24

i@ 3. Planning The Project 31

=g 4, Monitaring The Proje 21
el Fabfh -

[ o Ok chc-.ncell

.

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.

v
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Select task group ['XI

Tazk group: |'|. Getting Started w |

Start date v |21£D2£2DDB v
Start date

a Ok ] [xl:ancel]

4. Click “Ok”
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4.2.9. How to insert the duplicate of the task group

To insert the duplicate of task group use following steps:
1. Right click on required task group on Task Groups panel
2. Select “Insert copy of task group...” from drop-down list

@ Task List - Groups [0 X |

o oax S, [

=@ Purchasing 0
=gy imw
@ Set: Filter
@ By Pn
@ By Su
@ By Dz g New Task Ins *
@ PReguisitio
@ Cuokation
@ Orders @ Edit

S e e Delete
1 Task List - Fileers &

. Reset Filker

o New Ctrl+ia

(3 1. Getting Started 7
i k The Project 24
@ 3. Planning The Praject 31

=@ 4, Monitoring The Proje 21
& Fakfh

b

Tazk group: -

i 'fliiaﬁ‘qu of of | Fo Eo | \1

[] Copy perri Narmne v | |
=@ Company i]

[ o Ok ] [ 3¢ Cancel ]

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.

Start date v | |21/02/2008 W\
Stalt date

5. Click “Ok”
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4.2.10.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”

X

Edit Folder

Drefault assignmentD

[] | Administrator
John Doe
Faul Smith

W E=]

4 Ok ¥ Cancel
e
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4.2.11.How to make graphic reports on the task group
To make graphic report on task group use following steps:
1. Set filter by required task group
i@ Task List - Groups =3B

ok o o | S,
=} Set Filker asing

(=g O

rurchasing Plans

Requisition Lists
Cuatations
Orders

Invaoices
Payrnents
Suppliers

T Y Ty Ty O Y
(-IC TR TR TR
=== ===

N

Go to “Charts” panel

3. Select required fields for the diagrams from the corresponding drop-down lists on Charts toolbar
Tharts

D -:fCDmplete o | Sum [
Estimated time I
Actual time
Data Lev Complete & value - Data
kokal T
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

D | price  Complete w |Sum |'\_;
i Mare ;
Min
Data Levels: eyl selectk value - Data Lk
e —— Caunk
Average

price
ek

5. Select required type of diagram from the drop-down list in the right upper part of Chart panel

Customize Chart ﬁ Pie diagram .

|l eurnn dizgran

E Bar diagram

|+ Line diagram

by Area diagram
® Pig diagram

Camplete

S

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
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click on the button nearby to select the type of sorting — ascending or descending.

Customization 3]

Series iData Groups || Options

] price
B Complete

Saort Dy

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 ¥ Cuantity w

Jata Levels: | Status | (Default)n Progress

Priariky:

Mo

Mates |25 Comments .6'._ Task history tpLI Akkad ann

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.

Series | Data Groupsi Options EL

+ Legend ~
+ Position
" Default
) Mone
(%) Left
) Tap
3 Right
) Bokkam
w Alignment
" Default

E&Center

3 End

+ Orientation
(%) Default w




VIP Task Manager User Manual 185

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 Charts
= = | price * Mone [ Min S L = =  price * Mone ¥ | Min v
) T
Data Levels: | Complete | 10,00 % W Diaka Data Ledsks =i getect walue I select value - Data
i
f, ———
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).

Chatts = &8
B = price * Mone ¥ Min M

Data Levels:@select value [ Complete - Data Customize Chart [[i[[Cqumn diaqrarn
4.5 1

4 .
3.5 1

3 -
2.5 1

Z 7 O price
1.5 1

1 .
0.5 1

o T T

Low Morrnal 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.

Charts aFa
oo priee v Kone ¥ Mn M Charts

D&alﬂds@ﬂ-’m Complete — Data 'Custcmmthut_| |l Cophumn chagram E_ = price »* Mone
4.5

4

5 OR

3 Data Levels: Complete
2.9

2 O price

" 4.5
0.8 4 :|

a o

Low Marmal Highst

2
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Charts =] 3

= = price * Mone ¥ Min v

Daka Levels: | Priority | Lo —ReelyielEEN seleck value - Data Customize Chart |_[i[l Column diagram

5 -

4 -

3 -
] [ price

> ] p

1 -

] T |

10,00 %%

20,00 %%

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
= = | price
Data Levels: | Priority | Low

s ]

5 -
4 m
3 -
2 1 Q
1 -
o] price For 10,00 % is 4|
10,00 %
Charts
o price w None w | Mn

50,00 %%

2

w

aag

Diata Levels: |Priocky | Low | Complete | 10,00 % Y

() M

O price

Dizeuss the plan
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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 * Mone ¥ | Mn W

Prirt...
Data Levels: | Priority | Mormal - Complete | 40,00 %6 —JRELE]
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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 Assignment toolbar.

Resource Assignment

| I Res::-urn:el

2. Right click on Resource Assignment grid and select “New Resource” from drop-down list

Mame

:. Lew Tals

_] |3chn Doe o 3

F] |Kirkorov o Edit Résource I

3. Double click on Resource Assignment grid
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4.3.2. How to edit aresource

There are several ways to edit a resource.
1. Select required resource and click on “Edit Resource” button on Resource Assignment toolbar.

Resource Assignment

@ -

B BEdit Resource

Mame

2. Right click on required resource on Resource Assignment grid and select “Edit Resource” from
drop-down list

1 |30hn Doe %, Mew Resource
1 |Kirkoro Y Edit Resource . L

&

1 IRarketreat hows "o Mielabe Recn res

3. Double click on required resource on Resource Assignment grid

Tip:
To edit current resource setting select main menu command [File -> Edit User Profile].

@ VIP Task Manager Standard [ User:
E Views Tools Help

Change User, .,

| 1

Edit name of rook task group
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4.3.3. How to delete a resource

There are several ways to delete a resource:
1. Select required resource and click on “Delete Resource” button on Resource Assignment toolbar.

Resource Assignment

b F

2. Select required resource and press “Delete” key

3. Right click on required resource on Resource Assignment grid and select “Delete Resource” from
drop-down list

Marme

EIM__

. Mew Resaurce

[] |3ohn Do
[ |kirkarowy
[] |Backstre A&

[ s B 8 =

In confirmation window click “Ok” if you want to delete this task, or “No” if not.

Confirm [Z|

«  Doyou really want to delete selected records{1)7
\.:/
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4.3.4. How to sort resources

Resources can be sorted within any column on Resource Assignment Panel with the help of left click on
column header. To change the direction of sorting, left click on this column header again.

hoo Marme Department
~1 |Klinkon % Marketing

] Ley Taolskoy: Team member

“1 |Madonna Tearm Member

"] |Paul McCartney Developrnent

:| Ringo Skar Team member
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4.3.5. How to set task changes 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:

Edit Resource

Ewvent Typez
T ask [Change “Actual tinme'']
T azk [Change “Attachments")
Tazk [Change "Comments"]
Cl

[

Tazk [Change "Complete’']
Taszk [Change "Due Date"
T azk [Chanage "E ztimated time"]

T azk [Change "Finizh time""]
Task [Change "Mame"]
Task [Change "Mate"]

3fcliee

T L Xl " (LRI}

a Ok ] IXEancel]

To quickly select all task fields, click on e (“Check AlI”) button

To quickly clear the list of fields, click on 55 (“Uncheck All”) button




