Tasks Manager Portlet

With this portlet, users can add personal tasks that they are to complete or can assign tasks to
others.

Add Items to the To-Do List
T In the Task Manager portlet, click the My To-Do List tab, if necessary.
7 Click the Add a New Task link (see illustration below).

Task Manager )
My To-Do List | Tasks I Assigned

Current Tasks - Wanda Training

Show: | Current Tasks - Wanda Training x|
There are no items to display.

g Add a New Task

Go to Main Screen

T The Task Manager Add/Edit New Task window will display (see illustration below).

Task Manager - Add /Edit Task
My To-Do List | Tasks I Assigned

MName: |

Description:  DefaultFont™ Size = % | B 7 U A-¥. 7 T IS — e e A w

[Briarmal B HTML
(Max Characters: 2000)
Due Date: [10/28/2009 [11=].[oo =] |pm =]

Status: m
Priority: |High |

Save I Cancel I

In the Name box, input the name of the task that is to be completed.

Input a description for the task into the Description box.

Click the Calendar image at the end of the Due Date box to select the date when the task is

to be completed.

v Click the arrows for each of the time elements to specify the time when the task is to be
completed.

7 Click the Status arrow to select from Not Started, In Progress, Deferred, Waiting, or
Completed.

7 Click the Priority list arrow to select from High, Medium, or Low.
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w Click the Save button to save the task.
T The Task Manager —My To-Do List window will display (see illustration below).

My To-Do List | Tasks I Assigned

All Tasks - Think Higher

Show: |All Tasks - Think Higher |
Display Tasks Due: Within 7 davs Within 30 days All Tasks

r Task Created By Status Priority Due Date

| Complete Bookmarks T Wanda Ilene House 8 IIn Progress 'l Medium 02/08/2008 11:00 AM
- Complete My Siena Documentation el wanda Ilene House @ |In Progress 'I Medium 10/28/2009
Mark Selected As:l Completed vl Go| Save Changes |

gf Add 3 New Task

v If the task does not display, click the Show list arrow and select Current Tasks-All.

T To make changes to the task, click the Edit an Item image next to the task. This is the image
that looks like a yellow pencil.

T To delete a task, click the Delete an Item button next to the image. This is the image that
looks like a trash can.

Add Items to Tasks I Assigned
7 In the Task Portlet, click the Tasks I Assigned tab.
T Click the Assign a New Task link (see illustration below).

Task Manager - Tasks I Assigned
My To-Do List | Tasks I Assigned

Current Tasks - All

Show: | Current Tasks - All =]
Display Tasks Due: Within 7 days Within 30 days All Tasks

There are no items to display.

B Assign a New Task

The Assign/Edit Task window will display (see illustration on next page).

In the Name box, input a name for the task.

Click the Add Individual Users link to select a user from the Select Users window (see
illustration two on next page).

Select one of the options from the Show area.

Input the users’ name into the appropriate boxes.

The users” name will appear in the list.

Click on the users’ name.

Click the Add button.

When all the users have been selected, click the OK button.

Click the All Users in _____ to add all the members of the group to this Task.

Click the appropriate check boxes, Leader or Member, to specify what the member’s role
will be.

Input a description for the task in the Description box.

Select a date for when the task is due.

Select the time of day when the task is to be completed.

Select a Priority level for the task.
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T Click the Save button to add the task to the Task Manager.

Task Manager - Assign/Edit Task
My To-Do List | Tasks I Assigned
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Ilustration 2

Select a User to view their details

IAII Roles

j Selected Users

Aaron, Ann M.
Abalos, Evan M.
Abbott, Kristin
Abboud, Renatia
AbdulBaki, Jennifer
Abed, Fatmy C.H.
Abernethy, Steven P.
Abraham, Aaron S.
Abraham, Samuel
Abrams, Holly M.
Abrams, Lisa W.
Achatz II, James B.
Acker, Timothy
Ackison, Lori A,
Ackroyd, Joy E.
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