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Creating Tasks
To create anew task:

1. Click on aategory tal then click adate rangetab.

—
Overdue Today Tomorrow( This Week Jlext Week Repeating Future

Work Tasks for This Week

Commitment Bar | 39 hrs 10 mins available
+ S MT WT F S

Due This Week

Manual (create)
ADDitude ad

email Hershel (stats)
Stats for Excel (req's)

send Kristen Anaytics and
Google Ads info

Chores @ Study  Summary

i Definition: Adate rangeis the timeframe during which you hope to do a particular tdak opposed to
duration)® C2NJ SEIFYLX S aOlFtf {IYé YI& KI gofetiine NI y 3
this week.

¥ Hint: You can also selectcaistom rangedy highlighting a range ithe Range Selector Click the arrows

| to switch months

Overdue Today Tomorrow This Week MNext Week Custom

Work Tasks for Tue Jan 27 - Thu Jan 29

| Range Selector

January 2009
S MTWTF S

saloalanl=11 1 15 = Commitment Bar 24 hrs 14 mins available
0| (IS x T(wT
18 19]20(21/2223[24] || 5
Due

PR 27|25 25 EE U

February 2009 = Stats for Excel (req's)
S MTWT F 5 2 .
1234586/ 7 | Other Active Tasks
89 101112 13 14 X X

= send Kristen Anaytics and
1516 1718 19 20 21 '6 .
Google Ads info

22 23 24 25 26 27 28 =
B

s

2. Click on theaext-field, enter a task name, and press ENDE&ick

Overdue Today Tomorrow This Week Newxt Week Repeaf]

Work Tasks for This Week

| Commitment Bar | 39 hrs 10 mins available

call Sam|

3. Asmall window automaticallpops-up. SelectHoursand Minutes with your mouseor type the duration directly
into the duration field For a full day even check-ullcday event Then clickOK
¥ Definition: Durationis theactual time required to perform the task
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Owverdue Today Tomorrow This Week Next Week Repeating Fu
Work Tasks for This Week
Commitment Bar | 39 hrs 10 mins available
=
E call Sam + Hrs  Mins =
E 0 —
@ Due This Week 1 5
2 10
= Manual (create) ; +pgmm 0:15
2 ADDitude ad 4 20
u i 5 30
email Hershel (stats) ‘ s
v
e Stats for Excel (req's
o ; ( q ) D Full-day event
- send Kristen Anaytics and
. Google Ads info Cancel 0Ok
o
(=]

Scheduling Tasks and Appointments

Drag and Drop. To schedule a task whichakeadyon your task list, use your mouse to drag the task over to the

schedule.
My Accounty | Helpy | Plug-insy | Preferences | Wizardsy  Logoed i as: mhamaou  Logout
S
SRe@CIl -
(RN ety Tempiate | November 9-15, 2008
| [55] [ Today « m ==
= e Ovardues | Todsy Tomorrow  This Weak | Next Week  Custorn  Repestng  Futurs 9  Sun 10 Mon 11 Twe 12 Wed 13 Thu 14 Fi 15  Sat
| Range tor | | -
November 2008 Study Tasks for This Week Eam
AR [ commitmentBar | 205 48mes vatsbie o
\E-l + M T WT F 5 e
s Bwenn § Due This Week Sam
- a
2 z: ‘: af 2: 253 2: prepare for debate -
December 2008 i‘ a @ HW (chap 5) 7:00 FM
smTwrtFs B study group - 11am Lab
0123456 &l physics HW set #3 L B
Iil .85 .95 _g ]; :; 15 4 wirite up lab report - - —
3122 2 MK N ¥ _E Other Active Tasks 1pm
zin w1223 © psye praject =
ki . wirite essay for workshop N
@ 20
H
a8 - =]
Urdo Auto P @ S =
== Drag and drop to g pr=—m
. hedul k : |
schedule tasks —
I I * lidhao 5)
manualily -
[ .

“Study” time-
block is clearly

outlined in red.

¥ Hint: Theappropriate category timdlock isoutlined for convenience For example, if you are dragging a task

TNRY

iKS aaltdzReé

Ol i ®lacR WIEBbE outlifeGoyi yoilirkeddldydware &raggifigha Y S

task from the Summary tab, then the appriate time-block will only appear outlined after you have selected a
task to drag.
Hint: By default tasks which are scheduled by dragging from the task list aréixeain(see below).

¥ Hint: Youcanscheduleoverlappingtasksby dragging taskonto apreviously scheduled task. The tasks will
appear sideby-side
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| call mom | bake pie

Creating appointments on your calendar . To create an appointment directly on your calendar, click on the
appropriate starttime on your calendar (in one or seveay view) and drag down tancrease duratiorfclick and drag
in one motion) Type the name of the appointment and press ENTER.

¥ Hint: By defaultappointments created directly on your calendae Fixed (see below).

Unscheduling. To unscheduled any task or appointment, righitk on the task (appearing on your schedule) and
selectUnschedule taskThe task will appear on your task listatsginally defined date range

Rename task
+=| Create agenda

Make non-fixced

% Enable recurrence

Unschedule task

w1 Delete task

¥ Hint: If the task had been created directly on the calendar (and so never had a defined range), then it will
appear on your task list for the day that it had originally been scheduled. The category is then assumed to be
the same as the timélock during whictihe task had been scheduled.

Fixed vs. Non-fixed . There are two types of scheduled items. Fixed appointments refargagementsvhichmust

200dzNJ G | GSNE ALISOATAO (ANOBT MR 2MENBAS NEILIR A yNitasks (&S
(History homework at 6pm).

How can | tefP Fixed tasks have a betdllow checkbox and a tiny thurrtack on the Gantt chart. In this examptmly
the first two items are fixed

Chores +
@ dentist £ 10:00 aM
@ piano lesson § 1o00PM
@ bake pie # 5:00PM

2 Kl Qa G K SFiXed\appbibtiNgdty Wilthever be reschuled automatically by Auto PlamtNonixedtasks CAN
be reshuffled when you run the Auto Plan.

Default Setting Any task created directly on the sched@&R dragged onto the schedule from your taskisigixed, by
default. Any taskscheduled by Aut®lan is noffixed, by default.

Changing the settingYou can change from fixed to néired @nd back by rightclicking on the task (on the calendar):
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Rename task

| Unschedule task
td Delete task

Auto Plan

What does it do? Auto plan tries to schedulelahsks in their proper timélocks and date ranges.

My Account¥ | Help¥ | Plug-ins¥ | Preferences | Wizards ¥ Logoed i 88: mhamaos  Logout

Ly
SR@ QIS
o ' November 9-15, 2008
%< [55] [ Today N |
2 Selec Overdue | Todey | Tomorrow | This Week | Next Week | Custom | Repeating | Future 9 Sun 10 Mon 11 Tue 12 Wed 13 Thu 14 Fi 15 Sat
| Range tor . E
Movember 2008 Study Tasks for This Week = . { 5
S M T/WTF s |
27 |22 11 I Commitment Bar [ 2 hrs 48 mins avalable Tam |
e 1
- o = M T w T E S - |
E = ar .
16 17 18 19 20 21 22 E Due This Week =
2 z: ‘; a: ?: 253 2: prepare for debate
December 2008 -s‘ a f@'_ﬁs HWW (chap 5] ™ e _
smTwrTrEs & Sty Group— 11am L&
01234356 £ phiysics HW set # preseriation
78 910011218 " ==

1415 36 1715 19 20 wirite up ok report
NN N M BT Other Active Tasks

@ 23031203 psye project —
ko wirite essay for workshop [

Classes

Chaoras

- Debate
Spm
HW Study Wirite up Physics
- debate ||| 90 5 Eroup b HW
= — ,
Schedule all tasks by — ! i Study time-block

is clearly
outlined in red.

clicking Auto Plan!

How it works . The Auto Plan firstnschedules ation-fixed tasks. It then looks at the properties of each task (date
range duration, and time category) to determine ttiene-frame and relativdestimated) urgency of each task. As a
task nears its deadline, its urgency rating increases daktpach createa prioritized list of your taski®r each category
for each day Lastly, the Auto Plan uses these prioritizedydésts to schedule these tasks in their respective categories
(in prioritized sequence).

¥ Hint: You can adjust thgap between autescheduled tasks undg@references>general
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User Preferences

General Motifications
Logout after 30 mins of inactivity: [V
{works only if Remember me is turned off)
Default task duration: | 30+ |mins

Mark old foced tasks completed:

Auto-delete |completed | tasks | never

Task crg

Choose 5-60 minute gaps

Read more

Gap between auto-scheduled tasks:

¥ Hint: Tasks which are schedulbegAuto Plan are noffixed, by default. If you want to keep such a task
from beingreshuffled later by Auto Plan, you melgange it to Fixedight-clickon task >Make Fixed.

¥ Hint: If you have too many tasks in a particular daé@ge (and not enough timi@ your timeblocks), then
Auto plan will warn you that it cannot scheddemetasks. This usually means you have overbooked
yourselt As you create tasks, keep an eye on the Commitment Bar to avoidaweritting

Undo Auto Plan. Click on théJndoAuto Plarbutton. This wilunscheduleALL norfixed tasks. These tasks will
continue to display in your task list under their previoudéfined date ranges.

A Warning Other nonfixed tasks include appointments which you havanuallyNB 4 S i -ix@R &b 2 v
These will also become unscheduleK Sy ddzy R2. ! dzi2 tf | y¢

Range Selector
TheRange Selectaan be used to select a more precise custom range. Highlight your desired daterdmg&ange

AAAAA

{ St SOG2N® ¢KS A4St SOGSR NIy3IS AYYSRAFGSt&@ | LIWISIKNRER dzyl
tasks associated with a custom range or to quickly enter a task in a custom range.

< Note: Custom tab will not appear untiltaf you have selected a custom range.
¥ Hint: Once a custom range has been defined, the custom tab retains the defined dataurdihgeu choose a
use the Range Selector to define a diffdrenstom range.
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