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1 Start Up

1.1. Step 1. Setting
1.1.1. 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.
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The parent Task Group is created by default and has a name of the database file. You can rename it if you

want.
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Select Task Group

Click on New Group button

Edit Folder,
i General | 2 Resources | & Mate | 2% watch List

ES

Marne: | Projects |

Tazk Group: |E0mpany v |

[ ka%_l IXCancell

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:

o Task Groups = 3 A o Task Groups =2FEE8
of @ @ @f‘%q» &

1 o : +

: O BR | @k - & BN e Group (CtrI+G)|:

[= @ Canmpaty I} =g Compang 0
o Departments I} - Departments 0
@ Projects I} o' Projectsz 0
& o 0
o Clients I} o' Clients 0

Select a Task Group Click on New Group button

Edit Folder

‘-:'.'-' General | 2 Fesources || & Note || 2% watch List

K

Name:@lF’ Task Managed ) |

Tazk Group: |F'n:uducts w

[ qu_] | 3¢ Cancel |

Enter Name of Task Group and click OK

Another important thing you should do is to create personal Task @ TaskGou: @ FE
Group for each team member. They use these folders to manage & & &

minor tasks (ex.: the tasks they should do to complete the tasks @

assigned to them by their manager). By default no one else except =~ © ¢ M
for that particular user will be able to see his or her Task Group and =@ =P .
tasks in it. Let's not do it now as there is an option to create these & Stage ;
Task Groups automatically when adding new users (see Setting @ Stage 2 0
Resources). @ Stage 3 L
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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
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Menu 'Tools' -> "Edit Workflow"
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1.1.2. 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.

Resource Azzignment
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TaB(: #15 - "Hold a meeting with all concerned”
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John Doe
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Joe Black,

e T T O Y o S
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| =O0O0O:

2= Comments q.:._ T azk hizton
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=8
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quide quide
Developrment Developer
unknician
w

[ ] f - 1

[ .
= Resource Aszighment

Click on New Resource bhutton

General tab allows you to enter some Resource
information such as name, e-mail, department, job
title, address, and phone number. If a Resource is a
user of the program you should grant check Login
Permission set a password for Resource to log in.
The Resource can change this password later when
he or she starts using the software. If a resource can
be assigned to a Task you should check
Assignment Permission. If a Resource is allowed
to create, edit and delete other Resources, you
should check Administration Permission.

e Enter Resource information
e Check or uncheck checkboxes
e Click OK

Edit Resource @

) General | = Matifications | 2% watch List
Marne: |Emst Meizvesty
E-Mail: | motarnalochl.aEmal.
Department; | Development
Jab title: | Developer
Addrezs | Unknown
Phone: | 7415285

Set paggworg; | FeEEEs q

Permizzions

Lagin

%—‘«dministratinn

[ Ok I [anncel
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Notifications tab lets you choose the types of 3 — Eq
Notification this particular Resource will receive if Y R ST £
he or she is associated with the Task somehow (The g e doh
Resource is either Owner or Assigned to the Task). D oo
By default all types of Notifications are checked so
the Resource will receive Notifications each time SuE: UGz a
any attribute of the Task is changed. In practice the Task [Change “Actua time'].

Resource will need to receive only some of these Tack [Change ‘Attachments’)
. g . . Task [Change "Comments"]
Notifications, for example when the Resource is T Y T—
assigned to the Task or when the Status of the Task "] [ Task (Changs "Due Date]
is changed, so it is better to check only those types Task [Change "Estimated time']
of Notifications the Resource really needs to Task [Change "Finish time'
receive. The Resource can check Notification types Task [Change "Name"] v

himself when he starts using the software.

e 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

%S ending notifications by E-mai

" Ok I [xl:anceI]

@ Tazk Groups

0" e
use these Task Groups to manage their own tasks or any small tasks that e
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 - g F°mp'°a” t
filter to see Tasks in his personal Task Group and in common Task & Stoe
Groups, ex. Marketing, Sales, etc. but not in a personal Task Group of a @ Stage 2

certain John Doe. If you want to know how to set filters see in Step 5.

Tracking and Reporting

@24
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1.2. Step 2. Planning
1.2.1. 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.

New Task E|
& Mate 25 Comments 29 watch List ..alu_ Histomy
) General | 767 Reminder 2 Resources 4l Attachments

)

]

@mei |VIF' Tazk Manager Purchaze

F'riorit_l,l: T
Estimated Time: Actual Tirne: | EREIE
Workflow I:I

-:-5'_’

2k Group: |'|. Getting Started

(1

[]DueDate
[] DatekTime
StartTime:| | | |
Finish Time: | | |
l a Ok ] [ xcancell
Enter Name of the Task
New Task |z|
& Mote 2=| Comments ¥ watch List ®), History
‘.-_1' General | e Feminder “‘J-\ Resources 4 Attachments
MHarne; |\-"IP Tazk Manager Purchase |
— =
ihy: a Marmal w \ Tazk Group: |1. Getting Started v|

&> Urgent

S““’C“EW
High H

O Farmal H
Low - | Complete:
B3 Lowest
[JDatekTime
StartTime:| | | |
Firish Time: || |
[ w Ok l [ ¥ 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 rg|
& Note 25| Camments 29 watch List u‘i:_ Histary

2. Resources 4 Attachments

) Genersl @ Reminder

Marmne: |VIP Taszk Manager Purchaze |

ﬁf(ask Group:

Priarity: 1. Getting Started v|
; ; ; 3 - =
Estimated Time: |2 weeks v Acug ©° @ & ol o =
Marne =
Workfiow - o' iﬁtting Started
@ 2. Defining The Project 19
Status: Draft r
atus: |4 Dra :I i ©" 3. Planning The Project 28 ||
[1Cue Date 1 @ 4. Moritoring The Proje 22
@ 5. Closing Down 10
@ John Doe 1 3
[ DatetTime - :
Start Time: \ [17] v Ok K Cancel
Finish Time: || | ‘
’ 4 Ok ] ’ XEanceI]

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 rz|
a-.}" Mote '1_-5 Comments 29 watch List .alu_ History
b_;-' General | fﬁ? R eminder 2 Resources £ Attachments

I arne: |VIP Task Manager Purchaze |

Priciity: Task Group: |1. Getting Started

v

tatuz | g Draft v\ Comp|ete;
[ Due Dgte g DIEl: 11
;: In Progresz
[ DatetTime 4 Cancelled 1
Completed
|
St Time: | o | Veriied IE
Firish Tirne: | TEFHEAEEE . | |
[ & Ok ] [xtancel
Select Status of the Task
New Task _|
\..}_.' General @i Reminder 2 Resources 4 Attachments
& MNete | 2= Comments 2% watch List @ History
(=|= = | @] [ | = (] E e

WIP Task Manager Professional Edition 15 a chent/server
software for team collaboration based on access permission,
Authonized users can synultanecusly access the common
database threugh Local Metworke (LA to see, add and edit
certain tasks, if they are grunted appropriate permizsions. It iz the
best solution for plantng, scheduling, sharing, tracking and
repotting tasks, appointments, projects, and any company
activities in small and muidsize busmess, government and non-
government institutes, non-profit and educational organizations.

[ Vﬂkkj [annceI
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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 % Hots | Commants @ ratch Lis & ion
the Internet or a file stored at your PC or in a T @ Reminder 2, Resowces (o Altachments )
shared folder in the Local Network. If you select
File, it will automatically upload a file to the N 2y
database. The attachments will be displayed in e —— R Sw—
Attachments panel at the bottom, when the task is
highlighted.
¢ Select Attachments tab
e Click on Add Attachment button
[ o Ok ] [ XEanceI]
Edit Attachment _ Edit Attachment rz|
URL: ::. k E]| LRL: |www.taskmanagementsnﬂ.cnmfdnwnload.-" E]|
Description: | | Dezcription: |VIF' Tazk Manager Purchaze |
v o] (o]
Select Link or File Enter hyperlink, its description and click OK
Edit Attachment [5__<|
URL: | C:\Price List dls ()

Dezcription: |e>¢plu:ure the prices] |

aw Ek 3 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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HNew Task

| & Mate ||

&: Comments || &“ wiatch List || @E History |

General || %" Remindsr " 3; Resources | 4 attachments

4 'a@é

Type

Cpen Attachment (Ctrl+0)|

Lirk, hittp: /v, bazk managementsoft

Drescriptian

[ ook | [ % Cancel |

Select a Link or File and click on Open Attachment

MNew Task
| @ Mote || 3—': Camments || S-" “watch List || @5: History |
) Gereral | 7@ Reminder | 2 Resources | Sl Atachments
33 & | A@)
Type Save atkachment: file (Ctrl+5)| Deescription
Link. http: £ hane tazk managermentzoft

| w0k | [ X Cancel |

Select a Link or File and click on Save Attachment
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1.2.2. 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.

» Select Resource tab N o E3
° CheCk Resource(s) & Nate ‘l_-E Cornments 2 watch List L -iln_ Hiztomy
) General %8 Reminder Resources L Attachments
e ——
e Click Ok Mamie
Adminizstrator

Backstreet boys
Ermst Meizvestny

Ivan Suzanin
Joe Black
John Doe

Lew Tolztoy
Madorna

Faul McCartrey
Rirngo Star

a Ok ] [xl:ancel]
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1.2.3. 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.

¥ Note ,“-J.:—z Comments || ,“_%‘ watch Ligt || @Ij: History |
) General | @ Remindsr | 2 Resources [ G Attachmerts |
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
e Date 1 haur
2 hours b
[ DatekTime
SlarlTime:l | | |
Firizh Time:l | | | Recumence...
[ & Ok l [ 3 Cancel

Select Estimated Time from drop-down menu

[ [ Note | 2= Comments || 2% wateh List || @',-_ Histarny |
‘.-_1' General | 7@ Reminder || “'Jﬂ 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: |‘§ Diraft LY | Complete:

Due Date -\_
1041042007 v|
. 4 October ¢ 4 2007 p
[] DatekTime M TwTFGSc (I
Start Time: |
12346567
Finish Time:| 8 93411 12 13 14 |
15 16 17 18 19 20 21
2223 24 25 26 27 29
23 70 T & Dk ] [ ¢ cance|]

(o) (] |

Check Due Date and select a calendar date
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If a Task should begin at a certain time and finish at a certain time you can set Start and Finish Date and
Time.

| & Nate || %—-_ Camments || %“' Wwhatch List || @FI: Histary
9 General | @7 Reminder || O Attachmerts

|
|

,% Resources ||

Hame: |\r"IF' Tazk Manager Purchase |

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

Due Date
1041042007 v
éDate&Time \-

Complete:

Start Time: | 10/10/2007 v|[173F 4| QJaibay
o 4 October » o 2007 » ~
Finish Tirme: % | | Recurence. ..
M T W T F s oS %] [ Recurercs.. |
1234567 Vﬂkl[xl:ancell
g 9 11 12 13 14
15 16 W18 19 20 21
22232425 26 27 28
29 30 N
Today Clear
\_ p

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

Ewent time
8;— Starkt: |UD!UD :| End: |UD!UD :| Duration:
@ 3
Recurrence pattern
Naf (&) Daily (%) Every day
! Weekl
Pria @ Uit () Every weskday
) Manthly
E stirry
) early
Wl

Range of recurrence

Mo end date
Start: |3/5/2007 | ©

v
o (JEnd after: OCEUFTENCES

OEndby: 3/s/2007 v

i ok, %J l Cancel l

—
vo

Femaye recurrence

e -

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

| wok | [ % Cancel |

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
[] Emnst Meizvestny
[ Ivan Suzanin
Joe Black
[]Jakn Doe

[ kirkorow

Lew Tolztoy
[] Madonna -

[1 Paul McCartney
[] Ringo Star I]

| w0k | [ 58 Cancel |

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

1.3.1. 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 =& E

] & | G e -
Title Date Created Creator o

‘[ 1848 ] Wants to take part in the orchestra 871572006 11:00 AM | Administrator :
[ 1814 ] Ordered a march 23/15,/2006 10:58 Ad Adrministrator
[ 1797 1 All the songs should be about lowve 8/15/2006 10:58 Ak Administrator
[ 1780 ] Trw 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
[ 174E ] Reduce time to 2 minutes for a zong 23/M15,/2006 10:57 Ad Adrministrator
[ 1729 ] Translate songs into native languages 871572006 10:47 AM | Administrator 3

Notifications panel at the left bottom of the screen

Notification panel allows users to mark selected or all the Notifications as read.

“» Notifications ¥ Notifications

& %._. e =-
Mark All As Read [Shift+Crrl+0)

| @ | = . :

ark As Read JCtrH+0} | Tite Date Created Date Created
[ 1848 ] Wants to take part in the orchestra [ 1848 ] Wants to take part in the orchestra
[ 1314 ] Ordered & march 3415/2006 10:58 A [ 1314 ] Ordered & march 3415/2006 10:58 A
[ 1797 1Al the songs should be about love 8/15/2006 10:58 Ak [ 1797 1Al the songs should be about love 8/15/2006 10:58 Ak
[ 17307 Try to omit the thymes: tonigh - 2o right, miss - kisz 8/15/2006 10:56 AM [ 17307 Try to omit the thymes: tonigh - 2o right, miss - kisz 23/15,/2006 10:56 A
[ 1763 ] Leave more music writing for outsourcing 8/15/2006 10:55 AM | |[ 1763 ] Leave more music writing for outsourcing 8/1572006 10:55 AM
[ 17468 ] Beduce time to 2 minutes for a zong 23/M15,/2006 10:57 Ad [ 17468 ] Beduce time to 2 minutes for a zong 23/M15,/2006 10:57 Ad
[ 1729 ] Translate songs into native languages 81572006 10:47 AM | [ 1729 ] Translate songs into native languages 81572006 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 Only

-

[ 1848 ] Wants to take part in the orchestra
[ 1763 ] Leave more music writing for outsourcing
[ 1729 ] Transzlate songs inte native languages
[ 1729 ] Transzlate songs into native languages
[ 1712 ] Order more country music

Date Created
8/1572006 11:00 AM
871572006 10:55 AM
81572006 10:47 AM
871572006 10:47 AM
871572006 10:46 AM

% Motifications

Show Natifications of Highlighted Taskl

[ 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

v Motifications

D | o (@

(O x|

[ 1848 ] Wants to

e

Show Description

stra

D ate Created Creatar
8/1572006 11:00 AM Administrator

Statusz: Draft -> Created
Start: - -> 8/25/2006
Finish: - -» 8/25/2006

Mew Aszsignments: Tom Jons
Eztimated Time: 30m -> 3h Om
Actual Time: 30m -> 2h Om

[ 1814 ] Ordered a march
Clue date: - -» B/25/2006 12:00 A

8/15/2006 10:58 AM Adminigtrator

Click on Show Description button

<% Motifications = EE
b |w| o | _—| o Find taskl\_
Title Date S Creatar Task group ~
[ 2]testl 1/ lgﬂzbmr.ujﬂlvl 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)

u._).' General @ Reminder 2 Resources 4 Attachmerts
b SEIGCt Comments tab & MNote T‘J'E Commients | FJ- Watch List u'i'li History
e Enter Comments Ligt of comments:

'Administrator’ at 12/04 /2007 13:02 L
° C| ICk Ok Please, do thiz task as soon as possible

'John Doe" at 12/04,/2007 13:03
| can't da this 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

<

N T

B I U iz

|m |
il
il
e
T

=]
=l

I VDkl}J ’ xl:anu:ell
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1.4. Step 4. Management & Tracking
1.4.1. 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:\Prqg

. File Wiew Tools Help . Filz View Tools Help
3 & (¥ o ; e 1
¢ @ e e ef 115 @|HE-. Seelee |l LS o k.
i — h =
@ Taskiaroups Elncraase Priority (ShiFt+CtrI+Up)| e TaskGroups =ZEQA Move Down (Tt Diown) |
T = o= o
(V] ¥ ; I ame riatity ] (VI W | ur ame riaticy
o @ e S N oy |5 @ ep el G e N pror
- 1 | Mt iki Google F in ke & | = N | - L | Mk ik Google F i ke | = M |
5@ Your-Company i @ 0I‘|I of posi |ns n oge ar mnain key wor orma 2@ ourCormpany i onl aF posi |ns n oge of main key wor arral
B Projects T Hnal';.-': ebste traffic = Normal B & Projects Lo n alyze webste braffic = Mormal
@ e
& WIP Team Prc 4 4 3|Call Us resellers = High & VIP Team Pre 4 4 3|Call U5 resellers = High
@ Mew Froduct 4 4| +|Call ko VD bax producer g Normal @ Mew Froduct 4 4| #|Call ko DYD bax producer g Narrral
@ Mew Ste LaL 2 7| 5|Call ko Advertsing Company E Normal @ Mew St Law 2 2| 5| Call ko Advertising Company E Norrral
@ Daily Wark 3 3| 6 |Meet the developmert: departrent: = MNarmal @ Daly Work 3 3| 6|Meet the developmert department £ MNarmal

Select a task, click on Increase Priority button Click on Manual Sorting and Move Up button
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1.4.2. 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:¥rqg

: File Wiew Tools Help

See oot TS «w|[H]:-.

L] Task Groups Bxa [rag a column header here bo group e

P < 5 <9 A =
ioled 19)}“ 9} 9& g, | Mur . MName P‘rlonty
E-@! Your-Company PR 15| Develop uo@tlon plan =! Lrgen
E‘Wﬁu Projecs L1 19| Test Beta wersion ! Urgent
;___lﬂ WIP Team Pre i 4 16| Analyze dl the risks Highest
@ Mew Product 4 4| 25| Analyze &l the risks Highest
' Mew Ste La 3 o  3|CallUs resellers = High
@ Daiky Work 3 3| L Monitor positions n Google For main key words § Morrmal

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

cwe e $T 1S a[H:E.

@ Task Groups R Priority

J—
Doled 19}‘ -0? 1@? @ Murnizel Marne Inf
=@ Your-Company PN [=I Priorizy : Urgent :
E@ Projects T 15 |Develop promotion plan

@_ VIF Team Pre 4 N 19 |Test Beta version

@_ Hew Product 4 4 [= Prioriy i Highest

@_ Hew Site LaL 7 2 16 |analyzz al the risks

@) Daily Wark, 3 3 25 |Analyaz al the risks

Drag&Drop column headers to group tasks
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1.4.3. 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 © Task Groups =4
recommend all the users to apply filters that help to focus on actual T e~ of & o o
tasks. )

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

i
working on at the moment. g Marketing ]
@ Aorezsive 3

e Select a Task Group in Task Groups panel @ Direct ;

=g Sales

. . roal LIS harket
e Click on Set Filter button & woldeide 2
+@r Products 0
Filters panel is a powerful tool to display tasks with a certain names, BRI O
numbers, statuses, priority, date range, owners and assigned | My Filter ~® A
resources. = Common Apply Filker For Task Li
MName
e Choose filter settings ID
Statuz In Progress,Canc »
. . Friciity Marmal High W
e Click on Apply Filter button O T =

. . . . . 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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1.4.4. 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)

2. You can subscribe to notifications of Tasks assigned to a certain Resources (users)

Edit Folder

|h-?' General || 2 Resources || s Nu:ute| ?‘14‘" Watch LiSt|

Lizt of supervizors

¥

] | Administrator
[] Backstreet boys
Ernst Meizvestny
] |lwan Suzanin

% Joe Black
John Doe

1 Wil

[ o Ok ][xﬁancel]

Select Watch List tab in Edit Task Group dialog

Edit Task{#65)

| 0 General || o Femindsr || _% Resources || 4 Attachments |
| & Note | “5 Comments | = Wwatch List @ Histary
EE OO
EE 00

Lizt of supervizorz
Adrniniztrakor

Backstreet boys
Errizt Meizveztry
[van Suzanin
Joe Black

John Doe
Firkooron

[ lintar

&dunna

Faul McCartney
Ringo Star

| w0k | | % Cancel |

Select Watch List tab in Edit Task dialog
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1.4.5. 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)

Lizt of changes:

D Gereral | %P Reminder | % Resouces | (4l Attachments
v 1] 5
| & Mate " 2= Comments || 25 wiateh List | i@l Histary
&

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

‘Administrator” at 03/10/2007 17:54
InTime: O -=
Received In TimefCount: 0,00 96 -

Approved/Count: 0,00 % -

A Cansalidation Discount: -= 0,00 %
Cash, % 0,00 % -

Credit Cards, %6 0,00 %% -=

Bank Transfer,%s: 0,00 % - =
IsApproved: 0-=

IsDelivered: 0 -=

T=C im AT Tirmea O

[ ¥

vﬂk%
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1.4.6. Customizing Views

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

Murnber Mame Priarity 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 A |5/2a)2006 11:00, 8/31 2006 12:00,

Clear Sorting . ! Urgent |In Progress |ES % g/21/2006 | 1d 6h S6m
=, croup By This Fied | Maormal | Draft 0% |&/21/2006 10:00.|5/21/2006 12:00 1| 8/21/2006 | 1d 6h Sém
= Group By Box ts = High | Completed | [MMIAAN 5/22/2006 1:00 FI|9/7/2006 12:00 A

Park, = Maormal | Draft 0% |8/21/2006 9:30 A | 8/21/2006 10:30,
Fooker .price Mormal | Yerified 100 % 8i21j2006 | 1d &6h SEm
Group Fookers . Mormal | In Progress | @08 |5/21/2006 &:30 & 8721 /2006 10:00,
' = High | Created 0% |8/23/2006 8:30 A|5/23/2006 10:00,
| e Tt Eelm | anguages = Normal |In Progress | 5% |8(22/2006 8:30 A |8/22/2006 11:30,
1-';J Field Chooser t & song Mormal | Draft 0% 8/23/2006 | 3d 6h Sem
1= align Left ;Dutsuurcing Lo Completed | DRSS |5/27 /2006 10000, 95 2006 12:00 &
1= align Right E;h - sotight, m| = Highest | Craft 0% |58f23/2006 10:30, 8/23/2006 1:00 Pl
1= align Center _JI: o = Mormal | Draft 0% |8/21/2006 8:15 A|5/21/2006 9:15 A
122 Best Fit | 1 Urgent | Draft 0% |&/25/2006 9:30 & |5/25/2006 11:00, 8/21/2006 | 1d 6h Sém
1 = Mormal |In Progress |08 %% |5/21)2006 2:00 PI|8/21/2006 3:30 PI
{  BestFit fallcolumns) — pochg = Mormal | Created 0% |B/24/2006 8:00 & |8(24/2006 9:30 A

Right-click on column header, select Remove This Column
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1.5. Step 5. Reporting
1.5.1. 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\Deskiop\Wntitled-2. himl - Microsoft Intell E3 Microsoft Excel - vip_tm_export_view.xls

’ ] ) b B13 - & Purchase VIP Task Manager
File Edit “iew Favorites Tools  Help
A B [ ¢ D E
' Murmber Mame Priority Status | Complete
Humtac: HEE Pty || SElus | (el a2 1 |Destrov competitors' records Highest InProgress | 15 %
1 | Destroy competitors' records Highest | In Progress 15 % 37 2 |Buy all the radia airtime Low Cancelled T 100 %
2 | Buy all the radio airtime Lo Cancelled 100 % 47 3|5ell sangs free of charge Urgent In Progress © 25 %
3 | Sell songs free of charge rgent | In Progress 25 % ] : 4|5end sangs by e-mai Marral Draft : 0%
4| 5end songs by e-mal Hormal | Draft 0% 5 . 5 Hfancl .out SOngs Dn_ the streets High Completed i 100 %%
7 & |Give live concerts in Central Park Mormal Draft 0%
S | Hand out songs on the strests High Completed 100 % ar 7 | Correlate song price with oil price Mormal verified Fo1009
6 | Give live concerts in Central Park. Marmal | Draft 0% g’ & |Boost sales in Alaska Marmal InProgress © 70 %
7 | Cotrelate song price with oil price Marmal | werified 100 % i 9| Order mare counkry music High Created r 0%
5 | Boost sales in Alaska Mormal | In Progress 0, 1Mr 10| Translate songs inko native languages Mormal In Progress © 5%
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1.5.2. Printing
Users can print Task List view to present reports, take to do lists out of office, etc.
Fs: Print Preview
File ‘iew Format Go
BEerEd S8 H Y EEEEHBE w -] 1 | = sb | e
Margins  Left: 05" Top: 05" Right: 05" Biotkam: 041" Header: 0.1" Footer: o.z"
________ 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 e
[T Wowber | Meme | Priority | Status | Complete | Stert Date | Firish Date | Due Date |Tme Left | Folder | Assigred
| 1 |Destroy competitors' recards % Highest |In Progress I 15 %, |Bf25/2006 10:00./9/2/2006 12:00 & Agressive  |Michael Jacksan
| Burn'em all!
| 2 |Buy all the radio airtime % Lo Cancelled 8f26/2006 11:00,8/31/2006 12:00, Agressive  |Michael Jacksan
| 3|5ell songs free of charge %l Urgent |In Progress .25 o §/21/2006 | 1d Sh49m |Agressive  |Michael Jacksan
| Time Limited Offer
| 4|5end songs by e-mail % Mormal |Draft 0% |8/21f2006 11:30,58/21/2006 1:00 PI|5/21/2006 | 1d Sh43m |Direct Tom Jons
| Atftach texts to the letters
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