VIP Task Manager




How VIP Task Manager works

Local Network
u u
—_— —
Workstation

Workstation

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




VIP Task Manager tools

To Do List view

Project Tree view
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Drag a columin header hers to group by that column
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e Create, Duplicate, Edit
and Delete Tasks

e Change Tasks Status,
Priority and Order

Bill Klinkan I.C\dministratu:u Tom Jons

e Group Tasks by
Columns (drag&drop)

e Sort Tasks within
Columns




Project Tree view
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e Create, Edit and Delete
Projects

e Set Hierarchy of Tasks
and Task Groups

&l21/2006 12:00

5d 12h 20m

Michael Jacksan

Michael 1

Adrministrak

5h Om

e Change Tasks Priority
and Order

e Sort Tasks within
Columns




Schedule view

Tarm Jans
Monday, August 21 ‘Wednesday, August 23 Friday, Augusk 25

Michael Jacksan
Monday, August 21 Wednesday, Augusk 23 Friday, Augusk 25

= ‘Wanted more drums

e Create, Edit and Delete
Employees Schedules

e Schedule Tasks, Events,
Appointments, etc

& Boost sales in Alaska

£

e Display Assigned and
Unassigned Tasks

e Display Tasks for a
Certain Time Period




Employee List view

Mame i | Resource % Administrator % Department “ | Job title | Address Phone
Adrninistrator
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Torm Jons
Michael Jacksan
Alanis Mariset

QMPAarTy . Com Sales Director First Avenus 5, Mew 3

Sales Manager Sth Avenue 12, New York 718-592-145
Sales Manager Bth Avenue 67, New Yark T13-871-943
Sales Manager 11th Avenue 45, Mew York 718-124-529
Sales Manager 7th Averue 23, New York T1a3-774-921
Sales Manager 4th Awenue 79, Mew York 718-043-638
Marketing Marketing Director First Awenue 25, New Yaork 71a-468-132
Marketing Marketing Manager ath Awenue 37, Mew York 7158-633-902
Marketing Marketing Manager ath Avenue 54, New Yark 718-435-790
Marketing Marketing Manager 3rd Awenue 7, Mew York 715-537-611
Marketing Marketing Manager 10th Avenue 82, Mew vork 718-034-256
Marketing Marketing Manager Znd Avenue 95, Mew York 715-672-513
Product Product Director First Awenue 63, New York 718-980-436
Praduct Product Manager oth Avenuz 134, Maw York 718-622-005
Product Product Manager 11th Avenue 1, New Yaork T13-221-047

m. jacksan@company,com
a,mariset@oompanty', com
b springstin@companty., com
b.spirs@companyy . com
d.paton@companyy. com
&, presli@company . conm

| kravitsi@company . com
. CarI@companyy, com
n,jons@compant , com
o.0shorni@company . com
p.colinz@cormpany.com
w,smib@company . com
j.hendriks@company . com
j.lopes@campany .cam

Eruce Springskin
Eritney Spirs
Dolly Paton

Elvis Presli

Lenny Kravits
IMariah Cati
Morah Jons

Qzzy Osharn
Fhil Callinz

wfill Sk

Jirni Hendriks
Jennifer Lopes
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e Create, Edit and Delete e Sort Resources within
Human Resources Columns

e Group Resources by ° éssign HumaF? I
Columns esource to Roles




Task Groups panel

SRR 1 our-Company-M ame
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g George Boosh
g Bill Klinton

e o =T L T O = T S S = S e

Create, Edit and Delete Task Groups
Change Task Group Order

Set Filter by Task Group

Expand and Collapse Task Groups




Filters panel
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Create, Edit and Delete
Filters

Filter Tasks by Name,
Number, Status, Priority

Filter Tasks by Date or
Time Period

Filter Tasks by Owner,
Assigned Resource




Notifications panel

Date Created
8/15/2006 11:31 AM

Mark s Read (Chrl+0)
131 | wanea more drums

Hew Aszzignments: Tom Jons
: 12 ] Leave more music writing for outsourcing | 8/15/2006 11:31 AM

?

Creator
Adminiztrator

| Priority: Hormal -> Low
L

9 ] Order more country music |BJ'1 h/2006 11:30 AM

|Administlatul

| Priority: Normal -> High

. 1848 ] Wants to take part in the orchestra |BJ‘1 572006 11:00 AM

|Adminisllatnl

Status: Draft -> Created

Start: - -> 8/25/2006

Finish: - -» 8/25/2006

Hew Aszzignments: Tom Jons
Eztimated Time: 30m -> 3h Om
Actual Time: 30m -»> 2h Om

: 1763 ] Leave more music writing for outsourci | 8/15/2006 10:55 AM

|Administlatul

| Mew Assignments: Tom Jons
L

[ 1729 ] Translate songs into native languages |BJ‘1 B/F2006 10:47 AM

|Administlatnl

Status: Created -» In Progress
Complete: 0.00 % -> 5.00 %

f 1729 ] Tranzlate songs into native languages B/15/2006 10:47 AM

e Automatically Send and
Receive Notifications

e Show Notifications of
Highlighted Task

Administrator

Mark Selected or All the
Notifications as Read

Show and Hide
Notification Description




Permissions pane
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Edit
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Delete
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Setting permizzions
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|I olly Paton

%‘ Dery[By Farent]
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t]
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D eny(E
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Q Permizsions “.g} Resource Asgignment ||€§' Motes ||uﬂ Attachments |

e Allow or Deny
Permissions to See, Edit,

Delete Tasks

e Set Permissions
Inherited from Parent




Resource Assignment panel

AEs0Urce Assighment

Adrniniztrator
Tom Jons

Michael Jacksan

Alaniz Morizet

Bruce Springsztin

Britney Spirs

Drally Pataon

Elvis Presli

Lenny Kravitz
I ariah Cari
Maorah Jons

Ozzp Ozbomn
Phil Callinz
Wafill Snit

Jimi Hendrilkz
Jennifer Lopes

Kylie Minog
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e Assign Tasks to Human e Edit Human Resources
Resources




Notes panel

i- - * T Microsoft Sans =% 12 W

Fank Size Up

Our products are delivered electronically within 24 hourz and wia First Clazs mail within 3-4 days throughout the nited Statesz and
4-7 days to non-US addresses. The senal codes are delivered via email immediately.

Support

If you've made a payment, but haven't got a confirmation letter with your zenal code within a reazonable penod of time [one
buzinesz day for credit card payments), pleaze inform our S ales Department.

Security

rour information iz abzolutely zafe. BegMow [Digital River, Inc. MASDAD: DRIV has taken great precautions to ensure that wour
credit card information iz zent directly to the credit card proceszor in a weny secure manner, so that nobody elze can see it

Payment Methods
+ Besides fmfine frobning RegMow alzo accepts mad fzs sine phone sndfers and FEE applicable) ordering options.

:_ Permissions ||_'-'!-, Rezource Assignment |{§'r Motes ”ﬂ Attachmerits |

e Create, Edit and Delete e Set Text Alignment

Notes e Change Font Size,
e Preview and Print Notes Name, Style, Color in

RTF Editor




Attachment panel

Save Akkachment

hittp: £ Awana, wip-qualityzaft. com.!

hittp: At todolistzaft comyd

hittp: A Awas taskmanagementzoft. com,

plan0607 . mpp

pland&03. mpp

weekly-plan-repaort. @z

Q Permizsiong ".S. Resource Azsignment " 5_§ Motes I“ﬂ Attachments J

e Upload Files to e Open and Save
Database Attachments

e Attach Links to Files or e Delete Attachments
WebPages




Roles panel

e Create, Edit and Delete Roles
e Assign Human Resources to Roles




Date Navigator panel
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Setting Task Groups

Select Task Group

e You can use Task

Click on New Group button

Groups for tasks
associated with
departments, projects,
products, clients, etc.

Before you start setting
VIP Task Manager you
should decide which
way IS better to gather

logically elated tasks.




Setting Tasks

Edit custom fields

Type FRequired  Filtering = Grouping Active

Edit Custom Field

Title: || | Allov filtering Required
T-Irlpe: | |nteger L | Al QTDIE’IQ Active
Additional params;

[] Default walue: ICI

Click on New button and set parameters

e Tasks have many
default fields, like
Name, ID, Priority,
Status, Start Date,
Finish Date, etc.

e If you need more
fields, you can easily
add them to your
Task list.




Setting Workflow

e If you have different
types of Tasks, you
can create different
Workflow types and

create different

Workton ot i Statuses within each

@ Workflow.
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Setting Roles

e Arole allows you to

: File Wiew Tools Help

| Task List | Task Tre.e I Calendari] Resource LiSt% aS S i g n S p eC i fi C

T LICIEE - permissions to a user
group.

For example, "Team
Leader' Role may allow
to view, create, edit and
T r—— delete all the Tasks and
e |'—|d R [ Task Groups, while
T 'Team Member' Role
R = may allow only to view
oo fane — and edit particular Tasks
and Task Groups.

Click on New Role button




Setting Resources

# VIP Task Manager [ User: Administrator | [DataBase: 192.

e | ] * Your company
resources may include
any human resources
i | available, ex.:
Tean Htoe employees, partners,
Click on New Resource button contractors, etc. i.e. all
e = concerned in company

Mame: |T0m Jong

E-bail: |t.i0ns@company.com aCt i V i ty
. L ]

You should make a list
of resources to assign
them to Tasks.

Enter Resource information




Setting Resources

e When you assign a
Resource to a particular
Role or Roles, this
Resource Is granted
permissions of this Role,
so you don't have to set
permissions for each
Resource individually.

Notifications tab allows
you to choose the
types of Notification this
Resource should
receive.

7 am |2
<[] &[] =] [SEEE] = == ==
ao
@ e P oo
3 o2

ack || ote'
Tazk [Cl Parent’
[
[

Select Notifications tab and check boxes




Setting Permissions

@ VIP Task Manager [ User: Administrator ] [DataBase

¢ File View Toals Hel . You ShOUId grant eaCh
ETa?kLisi: Task Tree NCalendar | Resource List | ROI e or R esource |tS

o |E| ‘i Jj, i_hange Status -

TV flos-TokTee 2@ permissions to see,
; s = . Company .
' AR create, edit and delete

E Common ‘ o Stage 1

Nane Tasks in Task Groups.

The permissions granted
# VIP Task Manager [ User: Administrator ] [DataBase for a TaSk G frou p are

: File Wiew Tools Help

-Tasm Task Tree |Calendar ||Eu:uurce List | a.u to m a.ti Cal Iy i n h er i ted
LLL LICT A Rtk by its Sub Groups and

ﬁ" Filters - Task Tree Z 8

w 4 / hfq' . E}-@é,\_..];:mpany TaSkS.
E Common ‘ %---@,_-mgtagep

MName Stage 2

Select Task Tree tab

Highlight a Task Group




Permizzionz

Create
Team Leader %‘ Dery(By Parent] %‘ Dery(By Parent]
Team Member ' Denw[By Parent] %‘ Denp[By Parent)
Adminiztratar g‘ Allow(By Marent] g‘ Allow(By Parent]

Select a permission cell(s)

Permizzions

Allony

Ralez Wiew Create
Team Leader %‘ Dery(By Parent] %‘ Dery(By Parent)

Team Member %‘ Denp[By Parent)

Adrminiztrator g‘ Allow[By Parent] g‘ Allow[By Parent]

Click on Allow button

Setting Permissions

Permissions panel is in
the right bottom of the
program window.

Above the permission grid
there is a line that tells
you which Task Group or
Task is granted
permissions now.

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




	VIP Task Manager��
	How VIP Task Manager works
	VIP Task Manager tools
	To Do List view
	Project Tree view
	Schedule view
	Employee List view
	Task Groups panel
	Filters panel
	Notifications panel
	Permissions panel
	Resource Assignment panel
	Notes panel
	Attachment panel
	Roles panel
	Date Navigator panel
	Setting Task Groups
	Setting Tasks
	Setting Workflow
	Setting Roles
	Setting Resources
	Setting Resources
	Setting Permissions
	Setting Permissions

