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The Task List feature lets you create to-do lists and manage tasks through completion. You can add tasks to the
default task list, and you can create other Task Lists to organize your to-do lists by more specific activities, such
as by work or personal projects.

When you create a new task, you | [ © 3 Enter a Name and select a
will select a Task folder, also P MNewtesc - @ feee ©- - o Color for the new Task List.
referred to as Task List, for which @ 7 Teskists Sl Bz o : To Synchronize tasks from
to track the task. By default, the g — v | e e T . aremote service, select the
Tasks List gives you a list view of ~ : — check box and enter the URL.
all your tasks in the Tasks folder. S — o
You can create different Task 3 p— f
Lists, in addition to the default P — { Name |
Task List, and configure the lists ;| ¢ penano © Color: | ] None ~
to synchronize with the tasks from : ; Feed: [ ynchronize tasks from remote service (ie. iCal)
a remote iCal To Do list. . 1 Go to the Tasks page. O o |

© 2 Inthe overview pane, clickthe

Tasks gear icon and select : 4 Click OK. The Task List is

New Task List. displayed.
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How to Create a Task

Create a new task by entering the
task name in your tasks list. You
can also open a new task page,
add detailed information about
the task and include notes and
attachments.

How to Create a Task Quickly

1 Go to the Tasks page and in the

overview pane select the Task
List to which you want to add a
task.

2 In the Click here to add a new
Task text box in the content
pane, enter the new task name.

: v Task Lists

Calendar

Mail Contacts

Briefcase

Preferences

[ Sorted by Date

) Tasks z
| 2 %g Trash

Searches

Tags

» Zimlets

3 Click Enter. This adds the task

subject to your Task List, but
it does not give any details. To
add details, edit the task.

Click here to add a new Task

Mo results found.

. Please note: If you created a task
. in the wrong list, open the task

. and select the correct list from
the Task Lists drop-down, or you

. can drag and drop the task on the
. content pane to the correct list.

How to View Tasks in the Reading Pane

You can enable a reading pane to
view the content of a task without
opening the task. The Reading
pane can display at the bottom of
the content pane, on the right of
the content pane, or you can turn
it off so there is not reading pane.

1 Go to the Tasks page.

2 Click View on the Task toolbar
to select how to display the
reading pane.

1
Tasks Briefcase Preferences ]
Edit Delete @ v |F~ @ x Mark as Completed 9 ] view ~ 1-30of3

& [t ‘ V | Subject Status U Not Started A3

) ] Completed
Click here to add a new Task
L¥ In Progress E
No Due Date \
: [ZZ Waiting on someone else
Medical Not Started X
L";) Deferred
Start-up Not Started o[ ail
Move Not Started (& To-Do List

E Reading Pane At The Bottom
[T Reading Pane On The Right
ofi] Reading Pane Off
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How to Change a Task

As you progress on a task, you 1 Go to the Tasks page and ) (8 22) () [ ere
might want to add information, . select the task that you wish 0”: e
change the status and percentage : to edit. W

completed, or mark the task 2 Click Edit. =

complete. : :

3 Make the changes to the task
information and click Save

Tasks

1 GO tO the TaSkS page and edit | | Delete |[gh~|[#F~| @~ \4ar(:f.cmp\e|ed 2 View ¥ 1 Task
select one or more tasks that ; 1 — 2 Bl S,
you want to mark as complete. -7
. Searches W
. Tags
2 Inthe Task page header, click e

Mark as Completed. The task :
information remains in your task
folder until you delete the task.

How to Move a Task to Another List

Move Task

You can enable a reading pane to view the content of a task without L Fypain tho bor 1a iter e list. Tab to change focus. Arrow

opening the task. The Reading pane can display at the bottom of the | > can be used o navigate within the st
content pane, on the right of the content pane, or you can turn it off so e
there is not reading pane. D[ v Taskusts
: v [#] Tasks

[#] Work List

1 Right-click a task and click Move.
2 Select the destination list to where you want to move the task:  Trash

— Enter the Task List name, or use the keyboard arrows to navigate
to the destination list.

— Click New to create a new Task List. :
3 Click OK 2 JE O o | co
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How to Sort Tasks within a Task List

You can sort a task list to quickly
see tasks by status.

1 Go to the Tasks page.

2 Inthe overview pane, select the
Task List you wish to sort.

3 Inthe Content pane, the default
sort option is Sorted by Date.
To change the sort option,
right click over Sorted by Date
and select your preference

Edit Deiste | ghv | &~ |FH~

asks Briefcase

Sort by Subject

"NoDue Date © Sort by Date

Sort by Priority

Sort by Status

Sort by % Complete
Sort by Attachment
Sort by Tag

Mail Contacts Calendar
[ New Task b4
¥ Task Lists Sorted by Date - »
v [£] Tasks Click here to &
E) Family
v ] Work List e Team Buildin
[) Logistics L
v [ Trash Change Man:
[ call Affilate_ —_—
Soechey Call Affiiate
v Tags
& Complte Send email

M mncbant

in the drop list. Alternative

Preferences

Mark as Completed

Team Building

Priority: Normal

Status: In Progress

Completed: 20%

sort options include: Subject,

Priority, Status, % Complete,
Attachment and Tag.

How to Filter Tasks by Status

You can filter tasks in a Task List
to quickly View tasks by status.

In the View drop-down menu on
the toolbar, select which type of
tasks you wish to view.

Mail  Contacts

[ New Task v || Edit || Delete || gh~
¥ Task Lists A | Sorted by Date —
v B Tasks Click here to add a new Task
& Famiy No Due Date
3 e Team Building
£ Logistics |
v Trash Change Management
B Gall Affiate_ -
Searches !
-
v Tags

Calendar

Tasks

Briefcase

F~ =~ Mark as Completed

Preferences

View v 1-20f2

| 1 Notstarted

[¥ Completed
o[} In Progress

Team Building
Priority: Normal
Status: In Progress & Waiting on someone eiss

Completed: 20% [ Deferred

&) To-DoList

[ At The Bottom
of[T] On The Right
Do
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How to Delete a Task or Task List

Delete a Task

1 Go to the Tasks page.

2 Inthe Overview pane, select
the task list that contains the
tasks you want to delete.

3 Inthe Content pane, select
the task(s) to delete. You
can select multiple tasks by
selecting the checkbox next to
the task.

. 4 Click Delete in the toolbar. You

can immediately undo this

action by clicking the Undo link
that appears at the top of the

page and the task is moved
back to its original location.

Delete a Task List

© When deleting a Task List, you

. can only delete Task Lists that you

: have created.

Go to the Tasks page.

2 Inthe Overview pane, select

the task list you want to delete.

In the drop-down menu, click
Delete. You can immediately
undo this action by clicking
the Undo link that appears at
the top of the page and the
Task List is moved back to its
original location.

How to Print a Task or Task List

You can print all the tasks in your
list or you can select specific
tasks to print.

1 Go to the Tasks page.

2 Inthe Overview pane, select
the task or Task List that you
want to print.

3 Inthe Content pane, select the

Task List or tasks to print.

Mail Contacts Calendar 1 asks Briefcase Preferences

[ New Task v Edit Delete (ﬂ > / Mark as Completed

¥ TaskLists Sorted by Date T e &) Print selected task(s) ’» Team Building
. - = Print Task Fold

;v |¢] Tasks Click here to add a new Task @ rranenener Priority: Normal

2 Famiy No Due Date
v 7] Work List - Team Building
;] Logistics [
v lj rash Change Management

) call Affiliate_ ——

4 On the Task Toolbar, click Print

and select whether to Print
Selected Task(s) or to Print
Task Folder.

Status: |n Progress

Completed: 20%

5 In the Print window, click Print.
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How to Import a Task List

You can import Task Lists that are
saved to a .tgz file.

1

Go to Preferences > Import/
Export.

In Import > File, click Browse
to locate the task list .tgz file to
import.

For the Destination, click All
folders and select the task list
that the tasks will be imported
into or create a new task list.

Preferences

Briefcase

Mail Contacts Calendar Tasks

Save | Cancel Undo Changes

L fmport |
& Outof Office

& Trusted Addresses File: | Browse... e

@ Contacts Destination: Al folders e

[ Calendar

& Sharing o =

[ Notifications

% Import/ Export

: |4) Shortcuts i3
B zimless R Type: @ Aceount(D) Calendar () Contacts
- All account data can be exported to a "Tar-GZipped" (.tgz) format which can be imported back into the system.
W4 June2016 » w Source: | All folders
SMTWTF S
29 30 1.2 3 4 o
/Advanced settings
56 78 9101 e
12[13]14 15 16 17 18 Export

46 an 21 am m A e

4 Click Import. Depending on the
size of the .tgz file, the import
might take a few minutes.

How to Export a Task List

A Task List is exported and saved
in a tgz file format.

1

Go to Preferences > Import/
Export.

In Export > Type, click
Accounts.

Select the Source and check
the Advanced Settings box.

Remove the check box from all
applications except Tasks.

e Type: (@) Account O Calendar () Contacts

All account data can be exported to a "Tar-GZipped" (.tgz) format which can be imported back into the system.

Source: | All folders

M Advanced settings

Data types: Include all folders from the following applications:

[JaMail  [] g Contacts [][JCalendar
o WTasks [] EBriefcase

Date: Start On: - ‘ End On: - |

Search filter: |e.g. has:attachment

Other: [] Only export content files, exclude meta data

5 Click Export 7 Click OK

6 Check Save to disk
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