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Organize your TAMPLO account1

STEP 1: My organization

(Organization)
SUNNY HOMES1º Level

TAMPLO proposes several levels of organization to structure the monitoring of your activities.

TAMPLO allows you to optimize teamwork by offering a simple solution to connect meetings to 
decision tracking and action plans.

To take full advantage of TAMPLO’s added value, it is important to organize your account according to your expecta-
tions and needs. In other words, TAMPLO adapts to your needs and not the other way around.

Example: 

SUNNY HOMES is an SME of 120 people who build residential projects. Julia is the site manager at “SUNNY 

HOMES” and is looking to improve the collaboration of her team.

By default, at each organizational level different user roles are available. These roles have different access rights.*

At a global level, there are two roles: Administrator and User.

* *These roles are fully configurable and it is possible to add new roles tailored to your organization. To learn more, go to the «Settings»  module.

Users access rights

User management

Department management

Project management

Service management*

ADDITIONAL MODULES
*Intermediate level between departments 
and projects available upon request.

Settings management

ADMIN

GLOBAL ROLES
USER
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Department projects 
management

Services management

Department team 
management

ADMIN DEPARTMENT
MANAGEMENT

MEMBER

STEP 2: My departments

STEP 3: My projects

A department corresponds to a perimeter of activity that groups people working together and is divided into 

sub-perimeters that correspond to the projects in TAMPLO.

A project corresponds to a sub-perimeter of activity within a department. A project groups people working together 

on an action plan.

(Organization)
SUNNY HOMES

(Department)
CONSTRUCTION

(Department)
MANAGEMENT

(Department)
SALES2º Level

Example: 

Julia is in charge of the construction department at “SUNNY HOMES”. Her team is integrated by: Caroline, 

Arnold and Emily who have the role of “members” within the department.

Each department is coordinated by a  “department manager”, and his or her team is integrated by “members”.

Users access rights

DEPARTMENT

ADDITIONAL MODULES
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(Project)
PALM TREE HOUSE

(Project)
OCEAN VILLAS3º Level

Each project is coordinated by a “project manager” and his or her team is integrated by “project members”.

The same person can be part of several projects at the same time.

Example: 

The “Palm tree house” project team is integrated by Caroline, Arnold y Emily. Caroline is the “project mana-

ger” while Arnold and Emily have the role of “project members”.

In the “Ocean Villas” project, Julia is the “project manager”, and Caroline and Arnold are “project members”.

Users access rights

ADMIN MEMBER

Project modification 
(name, status, etc.)

Modify / delete tasks created 
by others

Phases management

Project team management

Creation of tasks

Meetings organization

Phases visualization

DEPARTMENT
MANAGER

PROJECT
MANAGER

PROJECT

Next page

(Organization)
SUNNY HOMES

(Department)
CONSTRUCTION

(Department)
MANAGEMENT

(Department)
SALES
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User stories management

User stories visualization

Share documents

STEP 4: Everyday use
TAMPLO allows to connect in a single collaborative platform different organizational levels (departments, projects, 

etc.) with their action plans and meetings.

A meeting corresponds to a gathering, physical or not, single or recurrent, between different people who collabo-
rate in common perimeters, whose purpose is to analize, discuss, help each other, make decisions and plan the 

activities to be carried out in order to achieve the exchanges made.

A meeting is composed by:

	 •   Meeting name

	 •   Invitees

	 •   Start and end date and time

	 •   A perimeter

	 •   A meeting agenda that can be connected to an action plan and decisions 

	 •   A conclusion

It can also have:

	 •   A recurrency (weekly, monthly…)

	 •   Particular permissions to make the meeting more or less collaborative

	 •   A place 

	 •   A link to a videoconference

	 •   Documents

1. MEETINGS

Example: 

Julia, Arnold, Emily and Caroline meet every Monday morning at 10:00 am to review ongoing projects. There-

fore, this is a weekly meeting. They can easily access the previous meeting minutes and follow the progress of 

the actions decided from week to week.

Julia is the organizer of this meeting and gave her team permissions to contribute to the meeting agenda by 

adding tasks and topics to be discussed.

Dashboard visualization

Documents visualization
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ADMIN MEMBER

Participate on a meeting 
(options defined by the organizer)

Meeting visualization

Modify a meeting

Organize a meeting

DEPARTMENT
MANAGER

PROJECT
MANAGER

MEETING

*Only if invitee

*Only if invitee

*Only if invitee

*Only if invitee

*Only if organizer

*Only if invitee

The permissions given to meeting participants are defined at the time of organizing the meeting.

The organizer can authorize his or her guests to contribute to the meeting agenda by adding topics, comments or 

tasks. He or her can also ask them to validate the meeting minutes.

Users access rights

(Meeting)
Construction team meeting

Organization structure Operational activities Connections between activities and perimeters

Add documents to a
meeting

Accès aux documents d’une 
réunion

Minute of meeting 
visualization

(Project)
PALM TREE HOUSE

(Project)
OCEAN VILLAS

(Organization)
SUNNY HOMES

(Department)
CONSTRUCTION

(Department)
MANAGEMENT

(Department)
SALES
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(Meeting)
Construction team meeting

(Task)
Modification of the architectural plans 

Example: 

Julia assigns Arnold a task to review and modify the plans for “Palm tree House” by Friday, June 11. This task 

is critical.

After being notified, Arnold may change the progress status of the task from “OPEN” to “IN PROGRESS” and 

ask Julia to share the plans to be modified to the task documents.

Arnold can also ask Emily to help him complete this task by adding her as a follower. Once the task is done, 

Arnold will change the status from “IN PROGRESS” to “COMPLETED”.

Julia will be notified of the progress as she is the creator of the task, and will be able to add a comment to 

Arnold: “Thank you very much for the modifications of the plans Arnold :)”.

A task corresponds to an objective that a person must complete by a specific date. 
A task contains:

	 •   Name

	 •   Due date

	 •   Importance level

	 •   It belongs to a perimeter

	 •   An owner

	 •   A progress status (By default: OPEN, IN PROGRESS, VALIDATION PENDING, LATE, COMPLETED and  

	      CANCELED) *In order to modify these statuses go to the «Settings» module.

It can also have:

	 •   A description (text, imges, videos…)

	 •   One or more followers

	 •   One or more sub-tasks

	 •   Documents

	 •   Comments

2. TASKS

(Project)
PALM TREE HOUSE

(Project)
OCEAN VILLAS

(Organization)
SUNNY HOMES

(Department)
CONSTRUCTION

(Department)
MANAGEMENT

(Department)
SALES

Organization structure Operational activities Connections between activities and perimeters
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Tasks are created within a project.

Users access rights

ADMIN MEMBER

Add documents to a task

Access to documents in a 
task

Modification of a progress 
status of a task

Visualization of a task

Creation of a sub-task

Add a comment

Delete a task

Creation of a task

DEPARTMENT
MANAGER

PROJECT
MANAGER

TASKS

*Only if creator, owner or 
follower

*Only if creator, owner or 
follower

*Only if creator, owner or 
follower

*Only if creator, owner or 
follower

*Only if creator, owner or 
follower

*Only if creator, owner or 
follower

*Only if creator

*Only if creator

Modification of a task
(name, description, owner and due 

date)
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A phase is a sub-perimeter of a project limited in time with a start and end date.

A phase allows grouping tasks to be performed within a certain time limit.

3. PHASES

Example: 

Julia has created three phases to better manage the “Palm tree house” project:

	 - 1ª PHASE: Project design

	 - 2ª PHASE: Construction

	 - 3ª PHASE: Interior finishings

(Phases)

- 1º PHASE: Project design
- 2º PHASE: Construction

- 3º PHASE: Interior finishings

Users access rights

ADMIN MEMBER

Creation and modification 
of a phase

Visualization of the tasks in 
a phase

Visualization of a phase

DEPARTMENT
MANAGER

PROJECT
MANAGER

PHASES

*Only if owner

Next page

(Project)
PALM TREE HOUSE

(Project)
OCEAN VILLAS

(Organization)
SUNNY HOMES

(Department)
CONSTRUCTION

(Department)
MANAGEMENT

(Department)
SALES

Organization structure Operational activities Connections between activities and perimeters
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Management of the tasks 
whithin a phase

Access documents of a 
phase

Delete a phase

Add documents to a phase

A user story allows you to centrilize information (text, images, videos…) that are relevant to a project in order to 

create an action plan related to it.

A user story can be considered as a project sub-perimeter.

4. USER STORIES

Example: 

Julia has added a user story about client feedback on the “Palm tree house” project: 

	 User story name: “Client feedback at handover”

	 Here is the list of things to do before they move in:

	 - Repaint bedroom 2.

	 - Replace broken tile in downstairs bathroom.

(User story)
“Client feedback at handover”

(Project)
PALM TREE HOUSE

(Project)
OCEAN VILLAS

(Organization)
SUNNY HOMES

(Department)
CONSTRUCTION

(Department)
MANAGEMENT

(Department)
SALES

Organization structure Operational activities Connections between activities and perimeters
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Users access rights

ADMIN MEMBER

Creation and modification 
of a user story

Visualization of a user story

Add documents to a user 
story

Management of the tasks 
whithin a user story

Access documents of a user 
story

Delete a user story

Visualization of the tasks in 
a user story

DEPARTMENT
MANAGER

PROJECT
MANAGER

USER STORIES

*Only if owner
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NEW TASK

NEW MEETING

NEW PROJECT

NEW SERVICE

NEW DEPARTMENT

NEW USER

DEPARTMENTS

PROJECTS

USERS

Sébastien

Adriana

Andy

OPEN (5)T O BE DISCUSSED (2)ADMIN (1) USER (3)

NEW USER

SAVE CANCEL

name@company.com

ACTIVE
INACTIVE

Users management

2.1    Add a user

2.1.1	 Add a user from «USERS» page

2.1.2	 Add a user from other pages

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «USERS» option.

Click on the tab of the role you wish to assign to the user.

Click on the «+» button at the bottom right of your screen.

Enter the user’s email address, then click on «SAVE»

1

2

3

4

Click on the «ADD» button on the left sidebar of your screen, then click on «NEW USER» option. 

Enter the user’s email address, then click on «SAVE»

1

2

11

1

NEW USER

SAVE CANCEL

name@company.com

2 *By default, this module is only accessible to  ADMINISTRATORS. 
Please refer to the “Settings” module if you wish to make changes.
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DEPARTMENTS

PROJECTS

USERS

Sébastien

Adriana

Andy

OPEN (5)T O BE DISCUSSED (2)ADMIN (1) USER (3)

ACTIVE
INACTIVE

DEPARTMENTS

PROJECTS

USERS

Sébastien

Adriana

Andy

OPEN (5)T O BE DISCUSSED (2)ADMIN (1) USER (3)

ACTIVE
INACTIVE

USER

ADMIN

Working capacity

Remove

Change rol

2.2    Modify a user’s role

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «USERS» option.

Click on the user’s role tab.

Click on the «Three dots» button on the right side of your screen on the user’s line, then click on  «Change role», then 

click on the desired role.

1

2

3

2.3    Deactivate a user

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «USERS» option.

Click on the user’s role tab.

Click on the «Three dots» button on the right side of your screen on the user’s line, then click on  «Deactivate»

Click on «Confirm»

1

2

3

4

11

11

Working capacity

Deactivate

Change rol

CONFIRM CANCEL

Deactivate user?

You are about to deactivate this user. 
Do you confirm?
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DEPARTMENTS

PROJECTS

USERS

Sébastien

Adriana

Andy

OPEN (5)T O BE DISCUSSED (2)ADMIN (1) USER (3)

2.4    Activate a user

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «USERS» option.

Activate the «INACTIVE» option.

Click on the user’s role tab.

Click on the «Three dots» button on the right side of your screen on the user’s line, then click on  «Activate»

Click on «Confirm»

1

2

3

4

5

1

ACTIVE
INACTIVE

Working capacity

Activate

Change rol

Activate user?

You are about to activate this user. 
Do you confirm?

CONFIRM CANCEL



19

RECENTLY VIEWED (3)

Marketing

Projects: (5)

Services: (0)

Created by SEBASTIÁN on 18 May 2020

Product development

Projects: (5)

Services: (0)

Created by SEBASTIÁN on 18 May 2020

Business development

Projects: (5)

Services: (0)

Created by SEBASTIÁN on 18 May 2020

ALL DEPARTMENTS (4)

General

Projects: (5)

Services: (0)

Created by SEBASTIÁN on 18 May 2020

HR

Projects: (5)

Services: (0)

Created by SEBASTIÁN on 18 May 2020

Innovation

Projects: (5)

Services: (0)

Created by SEBASTIÁN on 18 May 2020

Finances

Projects: (5)

Services: (0)

Created by SEBASTIÁN on 18 May 2020

USERS

PROJECTS

DEPARTMENTS

ACTIVE
INACTIVE

Departments management3

3.1    Add a department

3.2    Modify a department

Click on the «ADD» button on the left sidebar of your screen, then click on «NEW DEPARTMENT» option. 

Enter the name of the department and assign a color, then click on «SAVE»

1

2

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «DEPARTMENTS» option.

Click on the «Three dots» at the top right of the department box, then click on «Modify»

Modify the department name or colour, then click on «Save»

1

2

3

1

1

NEW TASK

NEW MEETING

NEW PROJECT

NEW SERVICE

NEW DEPARTMENT

NEW USER

NEW DEPARTMENT

SELECT A COLOR*

DEPARTMENT NAME*

SAVE CANCEL

Modify

Marketing
DEPARTMENT NAME

SAVE CANCEL

Deactivate

Modify

Delete

*By default, this module is only accessible to  ADMINISTRATORS. 
Please refer to the “Settings” module if you wish to make changes.
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Projects: (5)

Services: (0)

Created by SÉBASTIEN el 18 May 2020

Marketing Business developm...

Projects: (5)

Services: (0)

Created by SÉBASTIEN on 18 May 2020

HR

Projects: (5)

Services: (0)

Created by SÉBASTIEN on 18 May 2020

ALL DEPARTMENTS  (4)

USERS

PROJECTS

DEPARTMENTS

ACTIVE
INACTIVE

Deactivate

Modify

Delete

You are about to delete this department.
Do you want to continue?

Marketing

Delete this department?

CONFIRM CANCEL

Projects: (5)

Services: (0)

Created by SÉBASTIEN el 18 May 2020

Marketing Business developm...

Projects: (5)

Services: (0)

Created by SÉBASTIEN on 18 May 2020

HR

Projects: (5)

Services: (0)

Created by SÉBASTIEN on 18 May 2020

ALL DEPARTMENTS  (4)

USERS

PROJECTS

DEPARTMENTS

ACTIVE
INACTIVE

Deactivate

Modify

Delete

3.3    Delete a department

3.4    Deactivate a department

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «DEPARTMENTS» option.

Click on the «Three dots» at the top right of the department box, then click on «Delete»

Click on «Confirm»

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «DEPARTMENTS» option.

Click on the «Three dots» at the top right of the department box, then click on «Deactivate»

Click on «Confirm»

1

2

3

1

1

1

2

3

You are about to delete this department. Your team will not be 
able to access anymore. Do you want to continue?

Marketing

Deactivate this department?

CONFIRM CANCEL
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Projects: (5)

Services: (0)

Created by SÉBASTIEN el 18 May 2020

Marketing Business developm...

Projects: (5)

Services: (0)

Created by SÉBASTIEN on 18 May 2020

HR

Projects: (5)

Services: (0)

Created by SÉBASTIEN on 18 May 2020

ALL DEPARTMENTS  (4)

USERS

PROJECTS

DEPARTMENTS

ACTIVE
INACTIVE

Activate

Modify

Delete

3.5    Activate a department

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «DEPARTMENTS» option.

Activate the «INACTIVE» option.

Click on the «Three dots» at the top right of the department box, then click on «Activate»

Click on «Confirm»

1

2

3

4

1

You are about to activate this department.
Do you want to continue?

Marketing

Activate this department?

CONFIRM CANCEL
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RECENTLY VIEWED (6)
DEPARTMENTS

USERS

PROJECTS

PRODUCT LAUNCH
Product development

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Social media
Marketing

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

New web site
Marketing

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Investments
General

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Quality tests
Product development

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Partner X
Business development

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

NEW PROJECT

SELECT A DEPARTMENT*

SAVE CANCEL

Marketing

PROJECT NAME*

New web site

START DATE*

21 Apr. 2021
END DATE*

15 Aug. 2021

Projects management4

4.1    Add a project

Click on the «ADD» button on the left sidebar of your screen, then click on «NEW PROJECT» option. 

Enter the department of which the project will be part of.

Enter the project name.

Enter the start and end date (optional).

Click on «SAVE»

1

2

3

4

5

4.2    Modify a project

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «PROJECTS» option.

Click on the «Three dots» at the top right of the project box, then click on «Modify»

1

2

1

1

NEW TASK

NEW MEETING

NEW PROJECT

NEW SERVICE

NEW DEPARTMENT

NEW USER

Deactivate

Modify

WORKLOAD

Delete

*By default, this module is only accessible to  ADMINISTRATORS and 
DEPARTMENT MANAGERS. 

Please refer to the “Settings” module if you wish to make changes.
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FILTERS

DEPARTMENT

Marketing HR

STATUS

FILTROS

DEPARTMENTS

Marketing HR

STATUS

OPEN

FILTERS

DEPARTMENTS

STATUS

FILTERS

DEPARTMENTS

STATUSBusiness development
HR
General

Marketing

IN PROGRESS

INTERRUPTED

CLOSED

CANCELED

OPEN

RECENTLY VIEWED (6)
DEPARTMENTS

USERS

PROJECTS

PRODUCT LAUNCH
Product development

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Social media
Marketing

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

New web site
Marketing

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Partner X
Business development

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Modify

DEPARTMENT NAME: Marketing

PROJECT NAME*

New web site

START DATE*

21 Apr. 2021
END DATE*

15 Aug. 2021

PROJECT OWNER*

Andy

SELECT A STATUS*

OPEN

SAVE CANCEL

Modify the project name.

Modify the start and / or end date.

Modify the project owner.

Modify the project status.

Click on «SAVE»

3

7

6

5

4

4.3    Find a project from the list of all projects

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «PROJECTS» option.

Click on the filter button at the top right of the screen:

	 •   Filter your projects by department(s). (Fig. 1)
	 •   And / or filter your projects by status. (Fig. 1)

1

2

Fig. 1

1
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PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

40% 60%

STATUS

Open
In progress32% 68% On time

Late

ON TIME / LATE

Important
Critical

IMPORTANCE

Less important

USERS

Amélie
Sébastien

Philippe

20%

75%

70% 20%

10%

RECENTLY VIEWED (6)
DEPARTMENTS

USERS

PROJECTS

PRODUCT LAUNCH
Product development

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Social media
Marketing

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

New web site
Marketing

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

Partner X
Business development

Open actions: (10)

Completed actions: (25)

Status: OPEN

Project owner: Sebastián

Team members (15)

START: 20 May 2020
END: 04 Jun 2020

Created by SEBASTIÁN on 18 May 2020

4.4    Delete a project

4.5    Features available within a project

4.5.1    Dashboard: The dashboard provides an overview of the project tasks (deadlines, status, 
users and/or importance) (Fig. 2)

Click on the «ORGANIZATION» button on the left sidebar of your screen, then click on  «PROJECTS» option.

Click on the «Three dots» at the top right of the project box, then click on «Delete»

Click on «CONFIRM»

To access the detailed views from the dashboard, click on a pie chart to display the list of associated tasks.

1

1

2

Fig. 2

1

1

Deactivate

Modify

WORKLOAD

Delete

You are about to delete this project.
Do you want to continue?

Social media

Delete this project?

CONFIRM CANCEL

*Access to the functions described below depends on your user role in a project. For more information, see the module “Organize your TAMPLO account”
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NEW TASK

DESCRIPTION

TASK NAME*

Send monthly newsletter

DUE DATE*

1 apr. 2021

FOLLOWERS

Adriana

Add new customers to the mailing list.

IMPORTANCE*

IMPORTANT
PERIMETER*

PROJECT
PROJECT*

Communication
OWNER*

Andy

SAVE CANCEL

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

Test product

FILTER

QUICK FILTER

Only my task

This week task

Late task

STATUS

IMPORTANCE

ACTION OWNER

ACTION CREATOR

SERVICE

CREATION / DUE DATE

Create product images and photos for website

Include product information in website

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING VALIDATED COMPLETED CANCELED

Prepare mockup for client

Product presentation

by STATUS

Subtask Workload15 May 2020CRITICAL

Subtask Workload15 May 2020CRITICAL

Subtask Workload15 May 2020

Subtask (2) Workload15 May 2020IMPORTANT

Subtask Workload15 May 2020IMPORTANT

Subtask Workload15 May 2020IMPORTANT

Look up for potencial partners in France

Draw up contract for distributors

LESS IMPORTANT

Subtask Workload15 May 2020LESS IMPORTANT

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING (9) VALIDATED COMPLETED CANCELEDIN PROGRESS (5)

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

4.5.2    Tasks

Click on the «Tasks» option on the project features menu.

 Click on the «+» button at the bottom right of the screen.

Enter the task name.

Enter the task due date (By default today plus seven days).

Enter the task importance (by default «IMPORTANT»).

Enter the task owner.

Enter the task followers (optional).

Enter the task description (optional).

Click on «SAVE»

* The owner and followers will be notified.

2

1

3

4

5

6

7

8

9

1

9
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Product launch

PHASE NAME*

SAVE CANCEL

Quality tests

START DATE*

21 apr. 2021
END DATE*

15 aug. 2021

Market research

Product development

Quality tests

Advertising campaign

JUN 01 JUN 08 JUN 15 JUN 22 JUN 29J UL 06 JUL 13

GANTT VIEW (4) LIST VIEW (4)

68% OPEN

80% OPEN

32% COMPLETED

20% COMPLETED

100% OPEN

85% OPEN 15% COMPLETED

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

4.5.3    Project phases

4.5.3.1    Add a phase

Click on the «Phases» option on the project features menu.

 Click on the «+» button at the bottom right of the screen.

1

3

2

4

5

Enter the phase name.

Enter a start and end date.

Click on «SAVE»

4.5.3.2    Delete a phase

Click on the «Phases» option on the project features menu.

Click on the « List view» tab.

Click on the «Three dots» button on the right side of your screen on the phase line, then click on  «Delete»

1

2

3

Select a status

1
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Past

Future

In progress

You are about to delete this phase.
Do you want to continue?

Market research

Delete this phase?

CONFIRM CANCEL

GANTT VIEW (4) LIST VIEW (4)

Market research

Product development

Quality tests

Advertising campaign

Status: IN PROGRESS Start date: 1 Jun. 2021

Status: IN PROGRESS Start date: 22 Jun. 2021

End date: 26 Jun. 2021

End date: 7 Jul. 2021

Progress: 32% Completed

Progress: 15% Completed

Status: IN PROGRESS Start date: 16 Jun. 2021

Status: IN PROGRESS Start date: 5 Jun. 2021

End date: 6 Jul. 2021

End date: 26 Jun. 2021

Progress: 0% Completed

Progress: 20% Completed

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

Click on «CONFIRM»4

Select a status

4.5.3.3    Find a phase

Click on the «Select a status» drop-down menu at the top of your screen, then select the desired status.1

4.5.3.4    Modify a phase

Click on the «Phases» option on the project features menu.

Click on the « List view» tab.

Click on the «Three dots» button on the right side of your screen on the phase line, then click on  «Modify»

1

2

3

1

1

Modify

Delete
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FILTERS

My tasks

This week tasks

Late tasks

STATUS

IMPORTANCE

OWNER

CREATOR

FOLLOWER

Survey potential customers

Determine customer segmentation

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING VALIDATEDC OMPLETED CANCELED

by STATUS

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING (9) COMPLETED CANCELEDIN PROGRESS (2)

Market research

Tasks

Files (2)

All phases

Product launch

CRITICAL

Sub-tasks (2) Workload (h)15 May 2020

Sub-tasks (2) Workload (h)15 May 2020

IMPORTANT IN PROGRESS

IN PROGRESS

JUN 01 JUN 08 JUN 15 JUN 22 JUN 29J UL 06 JUL 13

GANTT VIEW (4) LIST VIEW (4)

68% OPEN

80% OPEN

32% COMPLETED

20% COMPLETED

100% OPEN

85% OPEN 15% COMPLETED

Market research

Product development

Quality tests

Advertising campaign

GANTT VIEW (4) LIST VIEW (4)

Market research

Product development

Quality tests

Advertising campaign

Status: IN PROGRESS Start date: 1 Jun. 2021

Status: IN PROGRESS Start date: 22 Jun. 2021

End date: 26 Jun. 2021

End date: 7 Jul. 2021

Progress: 32% Completed

Progress: 15% Completed

Status: IN PROGRESS Start date: 16 Jun. 2021

Status: IN PROGRESS Start date: 5 Jun. 2021

End date: 6 Jul. 2021

End date: 26 Jun. 2021

Progress: 0% Completed

Progress: 20% Completed

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

4.5.3.5    View a phase

4.5.3.6    Attach a task to a phase

Click on the phase from the «Calendar view»

 Click on the «+» button at the bottom right of the screen.

Click on «New task» to create a new task to be added to the phase. This task will also be visible from «Project», 

«Departement » and «All tasks» views.

Click on «Existing task» to attach an existing task to the phase.

1

1

2

3

1

1

1

Modify

Delete

Existing task

New task
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USER STORY

SAVE

TITLE*

Product improvements

Materials:
        · Search for recycled textiles
        · Use recycled rubber instead of plastics

Dimensions:

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

OPEN (2) IN PROGRESS COMPLETEDC ANCELADA

Product improvements

Supplier information

Created on: 5 Apr. 2021Tasks (1) OPEN

Created on: 5 Apr. 2021Tasks (1) OPEN

4.5.4    User story in a project

4.5.4.1    Add a user story

Click on the «User stories» option on the project features menu.

 Click on the «+» button at the bottom right of the screen.

Enter a name for the user story.

Enter the content of the user story.

Click on «SAVE»

1

3

2

4

5

1
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Modify

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

OPEN (2) IN PROGRESS COMPLETEDC ANCELADA

Product improvements

Supplier information

Created on: 5 Apr. 2021Tasks (1) OPEN

Tasks (1) OPEN

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

OPEN (2) IN PROGRESS COMPLETEDC ANCELADA

Product improvements

Supplier information

Created on: 5 Apr. 2021Tasks (1) OPEN

Tasks (1) OPEN

You are about to delete this user story.
Do you want to continue?

Product improvements

Delete this user story?

CONFIRM CANCEL

4.5.4.2    Delete a user story

Click on the «User stories» option on the project features menu.

Click on the «Three dots» button on the right side of your screen on the user story line, then click on  «Delete»

Click on «CONFIRM»

1

2

3

4.5.4.3    Modifier un rapport collaboratif

Click on the «User stories» option on the project features menu.

Click on the desired user story. A pop-up window will open.

Click on the «Modify » button on the top left of the window that appears.

1

3

2

1

1

Tasks

Delete user story

Change status
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FILTERS

My tasks

This week tasks

Late tasks

STATUS

IMPORTANCE

OWNER

CREATOR

FOLLOWERS

Search for new suppliers

Modify product dimensions

OPEN (5)T O BE DISCUSSED (2) VALIDATION PENDINGV ALIDATED COMPLETED CANCELED

by STATUS

CRITICAL

Sub-tasks (2) Workload (h)15 May 2020

Sub-tasks (2) Workload (h)15 May 2020

IMPORTANT

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING (9) COMPLETEDC ANCELEDIN PROGRESS (2)

IN PROGRESS

IN PROGRESS

Product improvm...

Tasks

Files (2)

All user stories

Product launch

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

OPEN (2) IN PROGRESS COMPLETEDC ANCELADA

Product improvements

Supplier information

Created on: 5 Apr. 2021Tasks (1) OPEN

Created on: 5 Apr. 2021Tasks (1) OPEN

Tasks

Delete user story

Change status

IN PROGRESS

COMPLETED

CANCELED

OPEN

4.5.4.4    Modify the progress status of a user story

Click on the «User stories» option on the project features menu.

Click on the «Three dots» button on the right side of your screen on the user story line, then click on «Change 

status» option on the drop-down menu and select the desired status.

1

2

4.5.4.5    Attach a task to a user story

 Click on the «+» button at the bottom right of the screen.

Click on «New task» to create a new task to be added to the user story. This task will also be visible from «Pro-

ject», «Departement » and «All tasks» views.

Click on «Existing task» to attach an existing task to the user story.

1

2

3

1

1

Existing task

New task
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Sébastien

Amélie

Andy

OPEN (5) TO BE DISCUSSED (2)PROJECT MANAGER (1) PROJECT MEMBER (3)

Delete

Workload

Modify rol

NEW USER

SELECT A USER*

SAVE CANCEL

Adriana

Philippe

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

Sébastien

Amélie

Andy

OPEN (5)T O BE DISCUSSED (2)PROJECT MANAGER (1) PROJECT MEMBER (3)

Click on the drop-down menu, then select the desired user.

Click on «SAVE»

4

5

4.5.5    Team

4.5.5.1    Add a user to a project

Click on the «Team» option on the project features menu.

Select the tab of the role you want to assign to the user.

 Click on the «+» button at the bottom right of the screen.

1

2

3

4.5.5.2    Delete a user from a project

Click on the «Team» option on the project features menu.

Click on the «Three dots» button on the right side of your screen on the user’s line, then click on «Delete»

1

2

1
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PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

FILES (5) Upload

Calendar_holidays.xlsx
Uploaded on 26 Oct 2020 by Amelie

Budget_suppliers.xlsx
Uploaded on 3 Dec 2020 by Amelie

Distributor_contract.doc
Uploaded on 5 Nov 2020 by Sébastien

Web site transtations_EN.doc
Uploaded on 18 Nov 2020 by Adriana

Deck_Investors.pdf
Uploaded on 18 Nov 2020 by Adriana

Sébastien

Amélie

Andy

OPEN (5) TO BE DISCUSSED (2)PROJECT MANAGER (1) PROJECT MEMBER (3)

PROJECT MEMBER

PROJECT MANAGER

Delete

Workload

Modify rol

4.5.5.3    Modify the user role

Click on the user’s role tab.

Click on the «Three dots» button on the right side of your screen on the user’s line, then click on «Change role» 

option on the drop-down menu and select the desired role.

1

2

4.5.6    Files

4.5.6.1    Import, view, download and delete files in a project

Click on the «Files» option on the project features menu.

Click on the «Upload» button to add the desired file.

Click on the «file» icon to preview the uploaded file.

Click on the desired file or on the «download» icon to download it.

Click on the «trash can» icon to delete the uploaded document.

1

2

5

4

3

1

1
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Define materials

IMPORTANT

IMPORTANT

Philippe15 Jan 2020

Philippe18 Jan 2020

CRITICAL Amelie22 Jan 2020

Modify product dimensions

Perform the first quality tests

Action plan

Importance OwnerDue date

Action plan

Importance OwnerDue date

Action plan

Importance OwnerDue date

Action plan

Importance OwnerDue date

Action plan

Importance OwnerDue date

Action plan

Importance OwnerDue date

Actions to be processed

PRODUCT LAUNCH

Dashboard

Tasks

Phases

User stories

Team (8)

Files (5)

Workload

Actions to be processed

4.5.7    Actions to be processed

Click on the «Actions to be processed» option on the project features menu.

Enter the task name on the field. 

* The actions to be processed will only appear in the task list once the deadline, the criticality and the person 

responsible have been notified.

1

2

1
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NEW TASK

DESCRIPTION

SAVE CANCEL

TASK NAME*

Product presentation

DUE DATE*

1 Apr. 2021
FOLLOWERS*

Adriana

Include the market research information.

IMPORTANCE*

IMPORTANT
PROJECT*

Product launch
OWNER*

Andy

NEW ACTION

DESCRIPTION

SAVE CANCEL

TASK NAME*

Send monthly newsletter

DUE DATE*

1 apr. 2021

CONTRIBUTEURS *

Adriana

IMPORTANCE*

IMPORTANT
PERIMETER*

PROJECT
PROJECT*

Communication
OWNER*

Andy

APR. 2021

Su

4

11

18

25

Mo

5

12

19

26

Tu

6

13

20

We

7

14

21

Th

8

15

Fr

2

9

16

23

Sa

3

10

17

2422

27 28

28 29 30 31

30 129

1
MENOS IMPORTANTE

CRITICO

IMPORTANTE

Redes sociales

Lanzamiento de producto

Comunicación

Adriana

Sébastien

AndySERVICIO

PROYECTO

NEW TASK

NEW MEETING

NEW PROJECT

NEW SERVICE

NEW DEPARTMENT

NEW USER

Task management5

5.1.1    Add a task from the «ADD +» button

5.1    Add a task

Click on the «ADD» button on the left sidebar of your screen, then 

click on «NEW TASK» option. 

1

Enter the task name.

Enter the task due date (by default today plus seven days).

Enter the task importance (by default «IMPORTANT»).

Enter the task primeter.

Enter the task owner.

2

3

4

5

6

7

8

9

Enter the task followers (optional).

Enter the task description (optional).

Click on «SAVE»

* The task owner and followers will be notified.

1
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FILTERS

QUICK FILTERS

Only my tasks

This week tasks

Late tasks

STATUS

IMPORTANCE

OWNER

CREATOR

FOLLOWERS

DATE

Create content for “Solutions”

Integrate all images on the website

Translate all website content to spanish

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING VALIDATED COMPLETED CANCELED

Prepare mockup for client

Tamplo presentation

by STATUS

Subtask Workload15 May 2020CRITICAL

Subtask Workload15 May 2020CRITICAL

Subtask Workload15 May 2020

Subtask (2) Workload15 May 2020IMPORTANT

Subtask Workload15 May 2020IMPORTANT

Subtask Workload15 May 2020IMPORTANT

Look up for potencial partners in France

Draw up contract for distributors
LESS IMPORTANT

Subtask Workload15 May 2020LESS IMPORTANT

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING (9) VALIDATED COMPLETED CANCELEDIN PROGRESS (5)

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

DASHBOARD

DAY PLAN

MY TASKS

LATE TASKS

ALL TASKS

PERSONAL TASKS

DECISIONS

INFORMATION

5.1.2    Add a task from a meeting

5.1.3    Add a task from a department

5.1.4    Add a task from a project

5.1.5   Add a task from a project phase

5.1.6    Add a task from a user story

5.2.1   Modify a task from a tasks list

5.2   Modify a task

	 •   In the «Meetings management» module, see the paragraph «Adding a task to a meeting» (p. 53)

	 •   In the «Projects management» module, see the paragraph  «Tasks» (p. 25)

	 •   In the «Projects management» module, see the paragraph  «Add a task to a phase» (p. 28)

	 •   In the «Projects management» module, see the paragraph  «Add a task to a user story» (p. 31)

Close a task by checking the box to the left of the task owner photo.

Change the task owner by clicking on the current task owner photo, then select a new task owner.

Modify the task importance by clicking on the current importance, then click on the new desired one.

2

1

3

1

Amélie

Andy

LESS IMPORTANT

CRITICAL

IMPORTANT

	 •   In the «Projects management» module, see the paragraph  «Tasks» (p. 25)
	        * To add a task within a department, follow the same steps as within a project.
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SUB-TASKS

FILTERS

QUICK FILTERS

Only my tasks

This week tasks

Late tasks

STATUS

IMPORTANCE

OWNER

CREATOR

FOLLOWERS

DATE

Create content for “Solutions”

Integrate all images on the website

Translate all website content to spanish

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING VALIDATED COMPLETED CANCELED

Prepare mockup for client

Tamplo presentation

by STATUS

Subtask Workload15 May 2020CRITICAL

Subtask Workload15 May 2020CRITICAL

Subtask Workload15 May 2020

Subtask (2) Workload15 May 2020IMPORTANT

Subtask Workload15 May 2020IMPORTANT

Subtask Workload15 May 2020IMPORTANT

Look up for potencial partners in France

Draw up contract for distributors
LESS IMPORTANT

Subtask Workload15 May 2020LESS IMPORTANT

OPEN (5) TO BE DISCUSSED (2) VALIDATION PENDING (9) VALIDATED COMPLETED CANCELEDIN PROGRESS (5)

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

IN PROGRESS

DASHBOARD

DAY PLAN

MY TASKS

LATE TASKS

ALL TASKS

PERSONAL TASKS

DECISIONS

INFORMATION

AVR. 2021

Su

4

11

18

25

Mo

5

12

19

26

Tu

6

13

20

We

7

14

21

Th

8

15

Fr

2

9

16

23

Sa

3

10

17

2422

27 28

28 29 30 31

30 129

1

5.2.1.1   Add a subtask

Click on «Subtask» from a task on your task list.

Click on the « + » on top left of the window.

1

2

Enter the subtask name.

Enter the subtask due date (by default today plus seven days). The subtask due date cannot be later than the 

task due date.

Enter the subtask importance (by default «IMPORTANT»).

Enter the subtask owner (by default the same one on the task) .

Enter the subtask followers (optional).

Enter the subtask description (optional).

Click on «SAVE».

* The subtask owner and followers will be notified.

3

4

5

6

7

8

9

Modify the progress status of a task by clicking on the current status, then select the desired new one.

Modify the task due date by clicking on the current date, then select a diferent one.
4

5

IN PROGRESS

OPEN

TO DISCUSS

COMPLETED

VALIDATION PENDING

CANCELED

Integrate all images on the website
Subtask Workload15 May 2020CRITICAL IN PROGRESS

1
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You are about to delete this subtask.
Do you want to continue?

Create icons to illustrate each solution in the tool

Delete this subtask?

CONFIRM CANCEL

SUB -TASKS

Create icons to illustrate every solution on the tool

Review descriptions for each solution on the tool

Create “Solutions” content 08 Dec 2020

Create “Solutions” content 08 Dec 2020

OPEN

CANCELED

SUB -TASKS

Create icons to illustrate every solution on the tool

Review descriptions for each solution on the tool

Create “Solutions” content 08 Dec 2020

Create “Solutions” content 08 Dec 2020

OPEN

CANCELED

NEW SUB-TASK

DESCRIPTION

SAVE CANCEL

TASK NAME*

Create newsletter template

DUE DATE*

1 Apr. 2021
FOLLOWERS*

Adriana

To include in template:
- Footer and logo

IMPORTANCE*

IMPORTANT
OWNER*

Andy

5.2.1.2    Modify a subtask

5.2.1.3   Delete a subtask

Click on «Subtask» from a task on your task list.

Click on the subtask name.

* A subtask is modified in the same way as a task.

1

2

Click on «Subtask» from a task on your task list.

Click on the «Delete» button on the right side of the screen on the subtask line.

Cliquer sur «CONFIRM»

1

2

3

1

1

Integrate all images on the website
Subtask (2) Workload15 May 2020CRITICAL IN PROGRESS

Integrate all images on the website
Subtask (2) Workload15 May 2020CRITICAL IN PROGRESS
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5.2.2    Modify a task from a task window

Click on the task title to display the task window.

Modify the task name by clicking the «Modify» button on the right side of the title box, then click on «SAVE»

Modify the task importance by clicking on the «Importance» field, then selecting the new importance.

Modify the progress status of the task by clicking on the «Status» field, then selecting the new status.

Modify the task owner by clicking on the «Owner» field, then selecting a new owner.

Modify the task description by clicking on the «Modify» button on the right side of the description box, then click on 

«SAVE» (It is possible to add images, videos, boards, links and to give a format to the content of the description with the 

options displayed on the top banner).

2

1

3

4

5

6

Click on the «Three dots» button on the right side of your screen on the task line, then click on «Delete»

Click on «CONFIRM» *The task owner and followers will be notified.2

1

1

Integrate all images on the website
Subtask (2) Workload15 May 2020CRITICAL IN PROGRESS

Integrate all images on the website
Subtask (2) Workload15 May 2020CRITICAL IN PROGRESS

Delete
1

You are about to delete this task.
Do you want to continue?

Integrate all images on the website

Delete this task?

CONFIRM CANCEL

Web site new design

May 15, 2020

Amélie

IMPORTANT

Adriana

Integrate all images on web site

IN PROGRESS

Philippe

Comments (2)

Sébastien, 4 Oct 2020, 14:36 pm

Adriana, 6 Oct 2020, 10:05 am
Web content.doc has been uploaded.

DUE DATE IMPORTANCE STATUS

TASK CREATORO WNER FOLLOWERS

Comment

Create images to illustrate each section on the web site home page

SAVE CANCEL

Hi Adriana, could you please upload the web content document?

5.2.1.4   Delete a task from a task list
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Web site new design

May 15, 2020 IMPORTANT

Integrate all images on web site

IN PROGRESS
DUE DATE IMPORTANCE STATUS

Comments (2)

Sébastien, 4 Oct 2020, 14:36 pm
Hi Adriana, could you please upload the web content document?

Adriana, 6 Oct 2020, 10:05 am
Web content.doc has been uploaded.

Comment

The format for the images has to be PNG.

REPLY CANCEL

REPLY

Comments (2)

Sébastien, 4 Oct 2020, 14:36 pm
Hi Adriana, could you please upload the web content document?

Adriana, 6 Oct 2020, 10:05 am
Web content.doc has been uploaded.

Comment

The format for the images has to be PNG.

SAVE CANCEL

5.2.2.2    Reply to a comment

5.2.2.3    Add, modify or delete a subtask

Click on the «Comments» tab to display all comments.

Click on the «Reply» button on the left side of the user photo and comment you want to respond.

Enter the response and click on «REPLY» 

1

1

2

3

5.2.2.1    Add a comment

Click on the «+ Comment» button on the right side of the screen.

Enter the comment on the text box that will appear, then click on «SAVE»

1

Click on the “Burger Menu” on top left of the task window, then click on «Subtasks»

•   To add, modify or delete a subtask, please refer to the paragraph: «Modify a task from a task list» (Page 25)

1

1

2

Files (1)

Send a reminder

Delete

Clone task

Sub-task (2) 1
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FILES (5) Upload

Calendar_holidays.xlsx
Uploaded on 26 Oct 2020 by Amelie

Distributor_contract.doc
Uploaded on 5 Nov 2020 by Sébastien

Web site new design

May 15, 2020 IMPORTANT

Integrate all images on web site

IN PROGRESS
DUE DATE IMPORTANCE STATUS

Web site new design

May 15, 2020

Amélie

IMPORTANT

Adriana

Integrate all images on web site

IN PROGRESS

Philippe

DUE DATE IMPORTANCES TATUS

TASK CREATOR OWNER FOLLOWERS

SAVE CANCEL

DESCRIPTION

Create images to illustrate each section on the web site home page

2

2

1 Click on the “Burger Menu” on top left of the task window, then click on «Clone»

Re-assign the task to a new owner.

Click on «SAVE»3

Click on the “Burger Menu” on top left of the task window, then click on «Files»

Click on the «Upload» button to add a file to the task.

Files (1)

Send a reminder

Delete

Clone task

Sub-task (2)

Files (1)

Send a reminder

Delete

Clone task

Sub-task (2)

1

1

5.2.2.4   Clone a task

5.2.2.5   Add a file to a task

1
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Web site new design

May 15, 2020 IMPORTANT

Integrate all images on web site

IN PROGRESS
DUE DATE IMPORTANCE STATUS

SEND A REMINDER Send

Task creator

Owner

Follower
Adriana

Sébastien

Andy

Web site new design

May 15, 2020 IMPORTANT

Integrate all images on web site

IN PROGRESS
DUE DATE IMPORTANCE STATUS

1

1

2

Click on the “Burger Menu” on top left of the task window, then click on «Send a task reminder»

Click on the “Burger Menu” on top left of the task window, then click on «Delete»

Click on «CONFIRM»

2

3

Select the task creator, owner or follower you want to send a reminder.

Click on «Send»  button on top right of the window.

Files (1)

Send a reminder

Delete

Clone task

Sub-task (2)

Files (1)

Send a reminder

Delete

Clone task

Sub-task (2)

1

1

You are about to delete this task.
Do you want to continue?

Integrate all images on the website

Delete this task?

CONFIRM CANCEL

5.2.2.6   Send a task reminder

5.2.2.7   Delete a task from a task window
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Enter the meeting title.
Enter the meeting invitees by entering the first letters of their name that will automatically will display so you can 
select it.
Enter the invitees permissions:
	 • Click on the “Gear icon” field to select or deselect the different permissions:
		  - «Invitees can add topics to the meeting agenda» Check this option if you want your meeting to be  
		     collaborative and allow invitees to add topics to the agenda.		
		  - «Invitees can add comments to the meeting topics» Check this option if you want invitees to be  
		     able to add comments on the meeting topics added by others.  
		  -  «Invitees can comment on the meeting conclusion» Check this option if you want invitees to be  
		     able to add comments on the meeting conclusion.
		  -  «Invitees can add tasks to the meeting topics» Check this option if you want invitees to be able to  
		     add tasks during the meeting.
		  -  «Invitees are required to validate the meeting minutes» Check this option if you want invitees to  
		     validate the minutes.

NEW MEETING

Thursday, April 22

9:00 T eam point 

10:30 Call client X
30 min

MEETING TITLE*

INVITEES*

START DATE*

MEETING RECURRENCY*

MEETING PERIMETER

MEETING ROOM

ENTER THE VIDEOCONFERENCE LINK

AGENDA

START HOUR* END DATE*

TO ALL DAY

15:00 W ebsite review
3h

Sébastien 

Team meeting

15 June, 2020

Invitees can add a topic to the agenda

One time meeting

PROJECT - General

zoom/2819646291

1. Development status
2. Department budgets

ETHICS GROUP

16:00 16:30

Adriana

SAVE CANCEL

Meetings management6

6.1    Add a meeting

6.2    Information to enter to create a new meeting

Click on the «ADD» button on the left sidebar of your screen, 

then click on «NEW MEETING» option. 

1

1

2

3

1

1

NEW TASK

NEW MEETING

NEW PROJECT

NEW SERVICE

NEW DEPARTMENT

NEW USER

Invitees can add comments to the meeting conclusion

Invitees can add tasks to the meting topics

Invitees are required to validate the meeting minutes

Invitees can add topics to the meeting agenda

Invitees can add comments to the meeting topics
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NEW MEETING

Thursday, April 22

9:00 T eam point 

10:30 Call client X
30 min

MEETING TITLE*

INVITEES*

START DATE*

MEETING RECURRENCY*

MEETING PERIMETER

MEETING ROOM

ENTER THE VIDEOCONFERENCE LINK

AGENDA

START HOUR* END DATE*

TO ALL DAY

15:00 W ebsite review
3h

Sébastien 

Team meeting

15 June, 2020

Invitees can add a topic to the agenda

One time meeting

PROJECT - General

zoom/2819646291

1. Development status
2. Department budgets

ETHICS GROUP

16:00 16:30

Adriana

SAVE CANCEL

NEW MEETING

Thursday, April 22

9:00 T eam point 

10:30 Call client X
30 min

MEETING TITLE*

INVITEES*

START DATE*

MEETING RECURRENCY*

MEETING PERIMETER

MEETING ROOM

ENTER THE VIDEOCONFERENCE LINK

AGENDA

START HOUR* END DATE*

TO ALL DAY

15:00 W ebsite review
3h

Sébastien 

Team meeting

15 June, 2020

Invitees can add a topic to the agenda

One time meeting

PROJECT - General

zoom/2819646291

1. Development status
2. Department budgets

ETHICS GROUP

16:00 16:30

Adriana

SAVE CANCEL

Enter the meeting start date (by default “today”).
Enter the meeting start and end time.

4

5

AVR. 2021

Su

4

11

18

25

Mo

5

12

19

26

Tu

6

13

20

We

7

14

21

Th

8

15

Fr

2

9

16

23

Sa

3

10

17

2422

27 28

28 29 30 31

30 129

1 15:00

15:30

16:00

14:00

14:30

Enter the meeting recurrence (by default “One time meeting”)6

Weekly meeting

Monthly meeting

Yearly meeting

One time meeting

Daily meeting
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Ocurrs every week(s) until: 30 Sep. 2021

S M T W T F S

RECURRENCY

START DATE*

1 Apr. 2021

Repeat every 1

MEETING RECURRENCY

Weeks

CONFIRM CANCEL

Ocurrs every TUESDAYS / THURSDAYS until: 30 Sep. 2021

S M T W T F S

RECURRENCY

START DATE*

1 Apr. 2021

MEETING RECURRENCY

Daily meeting

CONFIRM CANCEL

a. Select «Daily meeting» if you want your meeting to be repeated several times a week.

b. Select «Weekly meeting» if you want your meeting to be repeated every week.

c. Select «Monthly meeting» if you want your meeting to be repeated every month.

1

1

1

4

4

4

5

5

2

2

2

3

3

3

Select the meeting start date on the window that will open (by default “today”).

Select on which days of the week you want your meeting to take place.

Select the end date of the sequence.

Click on «CONFIRM»

Select the meeting start date on the window that will open (by default “today”).

Select the number of weeks between meetings.

Select on which day(s) of the week you want your meeting to take place.

Select the end date of the sequence.

Click on «CONFIRM»

Select the meeting start date on the window that will open (by default “today”).

Select the number of months between meetings.

Select the meeting day of the month (for examplo the 20th of every month or the third Tuesday of every month).

Select the end date of the sequence.

Click on «CONFIRM»

1

1
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Ocurrs every year until: 30 Sep. 2021

RECURRENCY

START DATE*

1 Apr. 2021

Repeat every 1

MEETING RECURRENCY

Year

ON APRIL 1º OF EVERY YEAR

ON THE FIRST THURSDAY OF APRIL OD EVERY YEAR

CONFIRM CANCEL

Ocurrs every month until: 30 Sep. 2021

RECURRENCY

START DATE*

1 Apr. 2021

Repeat every 1

MEETING RECURRENCY

Months

ON THE 1º OF EVERY MONTH

ON THE FIRST THURSDAY OF EVERY MONTH

CONFIRM CANCEL

d. Select «Yearly meeting» if you want your meeting to be repeated every year.

1

4

5

2

3

Select the meeting start date on the window that will open (by default “today”).

Select the number of years between meetings.

Select the meeting day during the year (for example on April 20 of every year, or the third Tuesday of April of 

every year).

Select the end date of the sequence.

Click on «CONFIRM»

Enter the meeting perimeter:
	 • Select «PROJECT MEETING» if you want your meeting to be about one or more projects. 
	 • Select «PROJECT PHASE MEETING» if you want your meeting to be about one or more project phases.
	 • Select «PROJECT USER STORY MEETING» if you want your meeting to be about one or more project user  
	     stories.

7

1

1
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NEW MEETING

Thursday, April 22

9:00 T eam point 

10:30 Call client X
30 min

MEETING TITLE*

INVITEES*

START DATE*

MEETING RECURRENCY*

MEETING PERIMETER

MEETING ROOM

ENTER THE VIDEOCONFERENCE LINK

AGENDA

START HOUR* END DATE*

TO ALL DAY

15:00 W ebsite review
3h

Sébastien 

Team meeting

15 June, 2020

Invitees can add a topic to the agenda

One time meeting

PROJECT - General

zoom/2819646291

1. Development status
2. Department budgets

ETHICS GROUP

16:00 16:30

Adriana

SAVE CANCEL

NEW MEETING

Thursday, April 22

9:00 T eam point 

10:30 Call client X
30 min

MEETING TITLE*

INVITEES*

START DATE*

MEETING RECURRENCY*

MEETING PERIMETER

MEETING ROOM

ENTER THE VIDEOCONFERENCE LINK

AGENDA

START HOUR* END DATE*

TO ALL DAY

15:00 W ebsite review
3h

Sébastien 

Team meeting

15 June, 2020

Invitees can add a topic to the agenda

One time meeting

PROJECT - General

zoom/2819646291

1. Development status
2. Department budgets

ETHICS GROUP

16:00 16:30

Adriana

SAVE CANCEL

Enter the meeting room (optional).
Enter the videoconference link (optional).
Enter the agenda (optional).
Click on «SEND»
* The invitees will recieve an invitation on their calendars.

8

9

10

11

PROJECT USER STORY MEETING (Select the user story for which you want to organise your meeting)

PROJECT(S) MEETING (Select the project(s) for which you want to organise your meeting)

PROJECT PHASE(S) MEETING  (Select the project phase(s) for which you want to organise your meeting)
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January, 2021 Wednesday ,  January 6th

Mon Tue Wed Thu Sun

28

Send monthly newsletter

Print brochures

29 30 31

10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

27 28 29 30 3125 26

Add a meeting

9:00  Team meeting

Send monthly newsletter
Print brochures

13:00  

16:00  Meeting with client Z

16:00  Meeting with client Y

11:00  Budget

11:00  Budget

11:00  Budget

9:00  Team meeting

9:00  Team meeting

9:00  Team meeting

Meetings Tasks

9:00 T eam meeting
OPEN

OPEN Sébastien

TO BE DISCUSSED Sébastien

11:00  Web site design
16:30  Meeting with client

10:00  Business development
12:30  Lunch with clients

Upload Dec invoices

Contact Chamber of comm...

Prepare presentation for cl...

Customer follow up

Launch Web site

Quote printing

Translate web site content
Prepare posts for social...

Call supplier

Prepare the documents for...

1

13:00  Team meeting

SatFri

1

87654

2

9

3

6.3    Edit a meeting

6.3.1    Edit a one time meeting

Click on the «CALENDAR» button on the left sidebar of your screen. 
Select on the calendar the meeting you want to modify.
Click on «EDIT» on the bottom left of the window that opens.
* Once the modifications are made, click on «SEND»

1

2

3

6.3.1    Edit a recurring meeting

To modify a recurring meeting, please refer to the paragraph above «Edit a one time meeting» above. (Fig. 3)
• Click on «This one» option if you want to modify the selected meeting specifically. 
• Click on «All» option if you want to modify all of the recurring meetings. 
* Once the modifications are made, click on «SEND»

1

(Fig. 3)

1

Team meeting

Organised by: 

Invitees: 

On: 8 Jan. 2021
From: 13:00  to: 13:30
In: Meeting room X

Adriana

Sébastien

Andy

Sébastien

CANCELEDIT DELETE

ALLTHIS ONE CANCEL

You are about to edit this meeting.
Please select an option.

Edit this meeting?
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January, 2021 Wednesday ,  January 6th

Mon Tue Wed Thu Sun

28

Send monthly newsletter

Print brochures

29 30 31

10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

27 28 29 30 3125 26

Add a meeting

9:00  Team meeting

Send monthly newsletter
Print brochures

13:00  

16:00  Meeting with client Z

16:00  Meeting with client Y

11:00  Budget

11:00  Budget

11:00  Budget

9:00  Team meeting

9:00  Team meeting

9:00  Team meeting

Meetings Tasks

9:00 T eam meeting
OPEN

OPEN Sébastien

TO BE DISCUSSED Sébastien

11:00  Web site design
16:30  Meeting with client

10:00  Business development
12:30  Lunch with clients

Upload Dec invoices

Contact Chamber of comm...

Prepare presentation for cl...

Customer follow up

Launch Web site

Quote printing

Translate web site content
Prepare posts for social...

Call supplier

Prepare the documents for...

1

13:00  Team meeting

SatFri

1

87654

2

9

3

6.4    Cancel a meeting

6.4.1    Cancel a one time meeting

Click on the «CALENDAR» button on the left sidebar of your screen. 
Select on the calendar the meeting you want to modify.
Click on the «Cancel» option .
Click on «CONFIRM» to cancel the meeting.

1

2

3

4

(Fig. 4)

6.4.2    Cancel a recurring meeting

To cancel a recurring meeting, please refer to the paragraph above «Cancel a one time meeting» above. (Fig. 4)
• Click on «This one» if you want to cancel the selected meeting specifically. 
• Click on «All» if you want to cancel all of the recurring meetings.

1

1

ALLTHIS ONE CANCEL

You are about to cancel this meeting.
Please select an option.

Cancel this meeting?

You are about to cancel this meeting.
Please select an option.

Cancel this meeting?

CONFIRM CANCEL

Team meeting

Organised by: 

Invitees: 

On: 8 Jan. 2021
From: 13:00  to: 13:30
In: Meeting room X

Adriana

Sébastien

Andy

Sébastien

CANCELEDIT DELETE
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You are about to delete this meeting.
Please select an option.

Delete this meeting?

CONFIRM CANCEL

January, 2021 Wednesday ,  January 6th

Mon Tue Wed Thu Sun

28

Send monthly newsletter

Print brochures

29 30 31

10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

27 28 29 30 3125 26

Add a meeting

9:00  Team meeting

Send monthly newsletter
Print brochures

13:00  

16:00  Meeting with client Z

16:00  Meeting with client Y

11:00  Budget

11:00  Budget

11:00  Budget

9:00  Team meeting

9:00  Team meeting

9:00  Team meeting

Meetings Tasks

9:00 T eam meeting
OPEN

OPEN Sébastien

TO BE DISCUSSED Sébastien

11:00  Web site design
16:30  Meeting with client

10:00  Business development
12:30  Lunch with clients

Upload Dec invoices

Contact Chamber of comm...

Prepare presentation for cl...

Customer follow up

Launch Web site

Quote printing

Translate web site content
Prepare posts for social...

Call supplier

Prepare the documents for...

1

13:00  Team meeting

SatFri

1

87654

2

9

3

6.5    Delete a meeting

6.5.1    Delete a one time meeting

Click on the «CALENDAR» button on the left sidebar of your screen. 
Select on the calendar the meeting you want to modify.
Click on the «DELETE» option .
Click on «CONFIRM» to cancel the meeting.

1

2

3

4

(Fig. 5)

6.5.2    Delete a recurring meeting

To delete a recurring meeting, please refer to the paragraph above «Delete a one time meeting» above. (Fig. 5)
• Click on «This one» if you want to delete the selected meeting specifically. 
• Click on «All» if you want to delete all of the recurring meetings.

1

1

Team meeting

Organised by: 

Invitees: 

On: 8 Jan. 2021
From: 13:00  to: 13:30
In: Meeting room X

Adriana

Sébastien

Andy

Sébastien

CANCELEDIT DELETE

You are about to delete this meeting.
Please select an option.

Delete this meeting?

ALLTHIS ONE CANCEL



51

Task

Comment

Tasks (2)

DecisionDecisions (3)

Comments (2)

InformationInformation (1)

AGENDA MEETING PERIMETERS

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Amélie
10 Dec 2020, 09:13 am

Topic

General

New design

Business dev

CONCLUSION

Design of the tool

       - Create icons for menus and submenus
       - Create pages for "projects, meetings and activities
       - Design the windows for each function
       - Integrate the logo in the page pages

InviteeINVITEES

Amélie

Julien

Sébastien

Vikrant

Emily

January, 2021 Wednesday ,  January 6th

Mon Tue Wed Thu Sun

28

Send monthly newsletter

Print brochures

29 30 31

10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

27 28 29 30 3125 26

Add a meeting

9:00  Team meeting

Send monthly newsletter
Print brochures

13:00  

16:00  Meeting with client Z

16:00  Meeting with client Y

11:00  Budget

11:00  Budget

11:00  Budget

9:00  Team meeting

9:00  Team meeting

9:00  Team meeting

Meetings Tasks

9:00 T eam meeting
OPEN

OPEN Sébastien

TO BE DISCUSSED Sébastien

11:00  Web site design
16:30  Meeting with client

10:00  Business development
12:30  Lunch with clients

Upload Dec invoices

Contact Chamber of comm...

Prepare presentation for cl...

Customer follow up

Launch Web site

Quote printing

Translate web site content
Prepare posts for social...

Call supplier

Prepare the documents for...

1

13:00  Team meeting

SatFri

1

87654

2

9

3

6.6    Conduct a meeting

Click on the «CALENDAR» button on the left sidebar of your screen. 
Select on the calendar the meeting you want conduct, then click on the “arrow” icon on top right of the window to 
open the meeting page.

1

2

6.6.1    Add an agenda to the meeting

Click on the «+ Topic» on top right of the window.1

1

Team meeting

Organised by: 

Invitees: 

On: 8 Jan. 2021
From: 13:00  to: 13:30
In: Meeting room X

Adriana

Sébastien

Andy

Sébastien

CANCELEDIT DELETE
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NEW INFORMATION

INFORMATION

PROJECT

CRITICAL
IMPORTANCE

PROJECT
PERIMETER

General Development

SAVE CANCEL

Task

Comment

Tasks (2)

DecisionDecisions (3)

Comments (2)

InformationInformation (1)

AGENDA MEETING PERIMETERS

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Amélie
10 Dec 2020, 09:13 am

Topic

General

New design

Business dev

CONCLUSION

Design of the tool

       - Create icons for menus and submenus
       - Create pages for "projects, meetings and activities
       - Design the windows for each function
       - Integrate the logo in the page pages

InviteeINVITEES

Amélie

Julien

Sébastien

Vikrant

Emily

AGENDA

SEND

Target profiles:
           · Direct prospecting
           · Partnerships
           · Industrial SMEs

2

3

Enter the topic.
Click on «SEND»

6.6.2    Add information to the meeting

Click on «+ Information» on the right side of the topic box.

On the window that opens, enter the relevant information.
Enter the project(s).
Enter the importance.
Click on «SAVE»

1

2

4

3

5

1
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NEW DECISION

Every month there will be a quality test.
DECISION

PROJECT

OPEN
STATUS

PROJECT
PERIMETER

Product launch New design

SAVE CANCEL

Task

Comment

Tasks (2)

DecisionDecisions (3)

Comments (2)

InformationInformation (1)

AGENDA MEETING PERIMETERS

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Amélie
10 Dec 2020, 09:13 am

Topic

General

New design

Business dev

CONCLUSION

Design of the tool

       - Create icons for menus and submenus
       - Create pages for "projects, meetings and activities
       - Design the windows for each function
       - Integrate the logo in the page pages

InviteeINVITEES

Amélie

Julien

Sébastien

Vikrant

Emily

6.6.4    Add a task to a meeting

Click on «+ Task» on the right side of the topic box.
Click on «New task» if you want to create a new task.
Click on «Existing task» if you want to add a task previously created:
	 • Click on the « < » button on the left side of the task name to add that task to the meeting topic. (Fig.6)

1

2

3

6.6.3    Add decisions to a meeting

Click on «+ Decision» on the right side of the topic box.

On the window that opens, enter the relevant decisions.
Enter the project(s).
Enter the status.
Click on «SAVE»

1

2

4

3

5

1
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Create content for website

Integrate images on website

Translate content

OPEN (5) TO BE DISCUSSED (2)

Prepare client mock-up

Product presentation

CRITICAL

CRITICAL

OPEN (5) TO BE DISCUSS (2) IN PROGRESS (5)Search for potential partners in France

Draw up contract for distributor

Tasks related to the topi ew web site

LESS IMPORTANT 15 May 2020

15 May 2020IMPORTANT IN PROGRESS

IN PROGRESS
15 May 2020IMPORTANT IN PROGRESS

15 May 2020IN PROGRESS

15 May 2020IMPORTANT IN PROGRESS

15 May 2020IN PROGRESS

LESS IMPORTANT 15 May 2020IN PROGRESS

c N

Task

Comment

Tasks (2)

DecisionDecisions (3)

Comments (2)

InformationInformation (1)

AGENDA MEETING PERIMETERS

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Amélie
10 Dec 2020, 09:13 am

Topic

General

New design

Business dev

CONCLUSION

Design of the tool

       - Create icons for menus and submenus
       - Create pages for "projects, meetings and activities
       - Design the windows for each function
       - Integrate the logo in the page pages

InviteeINVITEES

Amélie

Julien

Sébastien

Vikrant

Emily

6.6.5    Add a comment to a meeting

Click on «+ Comment» on the right side of the topic box.
Enter your comment.
Click on «SAVE»

1

2

3

(Fig. 6)

1

Existing task

New task
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Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Files (2)

Show closed topics

History (4)

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Files (2)

Show closed topics

History (4)

PAST MEETINGS

Team meeting
14 Jan 2021, 09:00 am

Team meeting
7 Jan 2021, 09:00 am

Team meeting
17 Dec 2020, 09:00 am

Team meeting
10 Dec 2020, 09:00 am

TaskTasks (2)

DecisionDecisions (3)

InformationInformation (1)

AGENDA MEETING PERIMETERS

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Amélie
10 Dec 2020, 09:13 am

Topic

General

New design

Business dev

CONCLUSION

Design of the tool

       - Create icons for menus and submenus
       - Create pages for "projects, meetings and activities
       - Design the windows for each function
       - Integrate the logo in the page pages

InviteeINVITEES

Amélie

Julien

Sébastien

Vikrant

Emily

CommentComments (2)

Could you send me the logo in PNG?

SAVE CANCEL

1

6.6.6    Meeting history

Click on the “Burger menu” on the left side of the meeting window.
Click on «History»
Click on one of the meeting minutes to open it.

1

2

3

1

6.6.7    Meeting files

Click on the “Burger menu” on the left side of the meeting window.
Click on «Files»

1

2

1
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CONCLUSION

PUBLISH MEETING MINUTESAVE

¡Have a nice week!

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

CONCLUSION

Team meeting
by Sébastien     10 Dec 2020     10:00 am to 11:00 am

Files (2)

Show closed topics

History (4)

FILES (5) Upload

Calendar_holidays.xlsx
Uploaded on 26 Oct 2020 by Amelie

Distributor_contract.doc
Uploaded on 5 Nov 2020 by Sébastien

3

4

Click on one of the existing files if you want to download it.
Click on «Upload» if you want to add a file to the meeting.

6.6.8    Show / Hide the closed topics

Click on the “Burger menu” on the left side of the meeting window.
• Click on «Show closed topics» if you want to show the closed topics discussed on the past meetings that are no 
longer on the agenda. 
• Click on «Hide closed topics» if you do not want to see the topics discussed on the past meetings that are no 
longer on the agenda. 

1

2

1

6.6.9    Conclude a meeting

Click on the « CONCLUSION » button on the top right of the meeting window.1

2 Click on «SAVE» once the minute of meeting is done.

1
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DASHBOARD

DAY PLAN

MY TASKS

LATE TASKS

ALL TASKS

PERSONAL TASKS

MY TASKS
20 tasks

10 late
3 for this week

COMPLETED TASKS

5 completed yesterday
8 completed this week

TODAY MEETINGS

2 meetingss

PLAN DU JOUR

6 tasks

HELLO ANDY, JUNE, 23, 2020
Tuesday

40% 60%

DEPARTMENTS

HR
General32% 68% On time

Late

ON TIME / LATE

PROJECTS

New web site
Product launch

Business development70% 20%

10%

Home7

7.1    Dashboard

7.1.1    My tasks

7.1.2    Completed tasks

7.1.3    Meetings today

7.1.4    Day plan

In « My tasks » box:
• Click on «X tasks» to see all your tasks.
• Click on «X late» to see your late tasks.
• Click on «X due this week» to see your tasks for the week.

In « Completed tasks » box:
• Click on «X completed yesterday» to see the tasks that you completed the day before. 
• Click on «X completed this week» to see the tasks completed during the week.

In «Meetings today» box:
• Click on «X meetings» to see your meetings during the day.

In «Day plan» box:
• Click on «X tasks» to see the tasks for the day.

1

2

3

4

1
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DASHBOARD

DAY PLAN

MY TASKS

LATE TASKS

ALL TASKS

PERSONAL TASKS

Create content for web site

Integrate images on website

OPEN (5) TO BE DISCUSSED (2)V ALIDATION PENDING VALIDATED COMPLETED CANCELED

CRITIQUE

Sub-tasks (2) Workload15 May 2020

Sub-tasks (2) Workload15 May 2020

IMPORTANTE

OPEN (2) A DISCUTER VALIDATION OENDINGV ALIDATED COMPLETED CANCELEDIN PROGRESS

EN COURS

EN COURS

FILTERS

My tasks

This week tasks

Late tasks

STATUS

IMPORTANCE

OWNER

CREATOR

FOLLOWER

DATE

1 Apr. 2021

APR. 2021

Su

4

11

18

25

Mo

5

12

19

26

Tu

6

13

20

We

7

14

21

Th

8

15

Fr

2

9

16

23

Sa

3

10

17

2422

27 28

28 29 303 1

30 129

1

DASHBOARD

DAY PLAN

MY TASKS

LATE TASKS

ALL TASKS

PERSONAL TASKS

MY TASKS
20 tasks

10 late
3 for this week

COMPLETED TASKS

5 completed yesterday
8 completed this week

TODAY MEETINGS

2 meetingss

PLAN DU JOUR

6 tasks

HELLO ANDY, JUNE, 23, 2020
Tuesday

40% 60%

DEPARTMENTS

HR
General32% 68% On time

Late

ON TIME / LATE

PROJECTS

New web site
Product launch

Business development70% 20%

10%

1

7.1.5    Graphics

7.2.1    Select a specific day

7.2.2    Create and/or add a task from the day plan

Click on a part of any graph to get a global view of your tasks, or to access a specific project or department.

Click on the «Enlarge» button to have a bigger view of the graphics.

Click on the date at the top left of your screen to select a desired day.

1

2

7.2    Day plan

Your plan for the day is your tasks for the day.

1

Click on the « + » button on the bottom right of the screen. 
Click on «New task» if you want to create a task.
Click on «Existing task» if you want to add an existing task to yur day plan:
Click on the « < » button on the left side of the task title from the right window to add it to the day plan. 

2

3

4

5

Existing task

New task
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DASHBOARD

DAY PLAN

MY TASKS

LATE TASKS

ALL TASKS

PERSONAL TASKS

Create content for website

Integrate all images on website

Translate content in FR and ES

OPEN (5)T O BE DISCUSSED (2)

CRITICAL

CRITICAL

15 May 2020IMPORTANT

OPEN (5) TO BE DISCUSSED (2) IN PROGRESS (5)

IN PROGRESS

IN PROGRESS

IN PROGRESS

15 May 2020

15 May 2020

Search for potential partners in France

Draw up the contract for distributors
LESS  IMPORTANT

Day plan: 1 Apr. 2021 All tasks

15 May 2020IMPORTANT IN PROGRESS

15 May 2020IN PROGRESS

7.3    My tasks

7.4    Late tasks

7.5    All tasks

7.6    Personal tasks

Here you can see the list of all of your tasks. To go further, you can refer to  module 4: «Task management» (p. 35)

Here you can see the list of all your late tasks. To go further, you can refer to  module 4: «Task management» (p. 35)

Here you can see the list of everyone tasks. To go further, you can refer to  module 4: «Task management» (p.35)

Here you can see your personal tasks. To go further, you can refer to  module 4: «Task management» (p. 35)

1

2

3

4

1
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STATUS

MEETING ROOMS

EMAIL MANAGEMENT

USER ROLES

USER ROLES
User roles by level

ADMIN

USER

 Global roles

Department roles

Project roles

Service roles

 

Settings8

8.1    User roles

* The TAMPLO team is at your service to help you set up your account: info@tamplo.com

There are four levels of user roles within TAMPLO (the same person can have a different role in two perimeters of the 
same level):
Global roles
Department roles
Project roles
Service roles

1

1

2

2

3

3

4

4

8.1.1    Modify the user role name

8.1.2    Users management

8.1.3    Resources access rights

All roles can be modified (including roles by default).

• Read rights allow you to see the users who have this role and thus be able to assign tasks to them, for example.

• Write rights allow you to manage the users who have this role (add, delete...).

Each role has configurable read and write access rights.

• A read access right means that members with this right can consult this resource (task, document, work phase...).

• A write access right means that members with this right can modify this resource.
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8.1.4    Status access rights*

8.1.5    Delete a rol

*Only available for project and service user roles.

• This module allows you to determine who can view, use or modify a task with a given status.

• The roles by default can be modified but cannot be deleted (for example, it is not possible to delete the role: Project 

Member).

8.2    Status

List of available statuses by default:
OPEN
IN PROGRESS
VALIDATION PENDING
LATE
COMPLETED
CANCELED

Modify role name

Delete role

Status access rights

Resources access rights

User management

PROJECT MANAGER

PROJECT MEMBER

Project roles

SUPPLIERS  (created role)

STATUS

MEETING ROOMS

EMAIL MANAGEMENT

USER ROLES

OPEN

IN PROGRESS

VALIDATION PENDING

LATE

COMPLETED

CANCELED

STATUS
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8.2.1    Modify a status

8.2.1    Modify a meeting room

8.2.2    Delete a status

8.2.2    Delete a meeting room

All statuses can be modified (including statuses by default).

• Base statuses (OPEN / COMPLETED / CANCELED) can be modified but CANNOT be deleted.

8.3    Meeting rooms

This module allows you to add meeting places that can be used when organizing a meeting.

IN PROGRESS

IN PROGRESS

Modify

Delete

ESTATUS

MEETING ROOMS

EMAIL MANAGEMENT

USER ROLES

Meeting Room 1

Meeting Room 2

Meeting room (4 persons) 

MEETING ROOMS

Meeting Room 1

Meeting Room 1

Modify

Delete
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8.4    Email management

All TAMPLO notifications appear at the top right of your screen, but it is also possible to receive email notifications so 
that you don’t miss any important information.
Each user can decide if he/she wants to receive an email depending on the type of notification.
For example: Assignment of a critical and urgent task.

There are three types of notifications available:
	 • Do not receive (no mail will be sent)
	 • Receive immediately (an email will be sent automatically)
	 • Receive in a summary email (all notifications of this type will be grouped in a single email that will be sent  
	     in the evening).

STATUS

MEETING ROOMS

EMAIL MANAGEMENT

USER ROLES

EMAIL MANAGEMENT

Critical & urgent task assignment

Critical & not urgent task assignment

Important & urgent task assignment

Important & not urgent task assignment

Less important & urgent task assignment

Recieve immediately

Recieve it at the end of the day

Do not recieve

Recieve it at the end of the day

Recieve immediately

Recieve it at the end of the day

Recieve immediately

Recieve it at the end of the day

Recieve immediately

Recieve it at the end of the day

Recieve immediately

Recieve it at the end of the day

Recieve immediately

Recieve it at the end of the day

Recieve immediately

Less important & not urgent task assignment

Critical & urgent task update

Critical & not urgent task update

Important & urgent task update

Important & not urgent task update

Less important & urgent task update

Less important & not urgent task update

Critical & urgent task comment

Critical & not urgent task comment



GO FROM THE MEETING 
INTO SUCCESS!

info@tamplo.com


