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PRACTICE EXERCISE I 

Organizing & Accessing Your Task List,
and Navigating to Related Projects



STEP 1: LOG-IN

To access Teamwork; please bookmark this

URL to log-in:

https://jairusmarketing.teamwork.com/  

https://jairusmarketing.teamwork.com/
https://jairusmarketing.teamwork.com/


STEP 2: NAVIGATE TO YOUR TASK LIST

In the left-side menu, click

the Home button.

One on the Home tab,

navigate to the My Work

tab in the top menu bar.



The My Work tab

represents a list of all tasks

in Teamwork that are

assigned to you. 

Make sure you have the

filter for “Only show tasks

that are not blocked”

checked to ensure only

tasks that are ready for you

show up on your list.



STEP 3: CONFIRM LIST ORGANIZATION

Next, confirm that the columns at the top of your

My Work tab are organized in the following order.

If not, please re-review our Teamwork Task

Organization Playbook to adjust your list - this is a

crucial part of managing your tasks in Teamwork.

Make sure your list is sorted by Due Date (Click the

Due Date column name to ensure it turns blue with

an up arrow).

Task Name
 Task List
Project Name
Client Name
Due Date
Estimated Time
Priority Order
Board Status

https://drive.google.com/file/d/13_EJAOAvC-syECnbFQXiMy41JHIFOr9k/view?usp=sharing
https://drive.google.com/file/d/13_EJAOAvC-syECnbFQXiMy41JHIFOr9k/view?usp=sharing


STEP 4: REVIEWING TASKS & RELATED PROJECTS

On your task list, scroll down and find the task

called Test Task 1, tied to a task list called

Onboarding Practice Task List: Moving Projects

Forward and a project called Teamwork Practice

Tasks. 

Click on the project name (Teamwork Practice

Tasks) to open the project. 



STEP 4: REVIEWING TASKS & RELATED PROJECTS

Once you’ve opened up the project, find your active task within the correct

task list (active tasks have a gray checkmark icon next to them).



STEP 5: COMPLETING YOUR TASK

Once you’ve located your task, click the small clock icon and log your

time (15 minutes). 

Next click the board status (current set as

With Account), scroll down and selected

Completed. This will automatically

complete your task - be sure to confirm

that the gray “active task” check mark

changes to a green checkmark icon after

you’ve changed the status. 



STEP 6: MOVING THE PROJECT FORWARD

Once you’ve logged your time and closed your own task, it’s time to move the

project to the next person in line. After completing your own task the next task in line

(below yours) should have become active with the task icon changing from a red

minus sign to a gray checkmark. To finish passing the project along, you also need to:

Update the task board status from pending to “With” the Appropriate person - in

this case “With Project Manager”. 



To ensure the assignee knows the task is ready

and has everything they need, you’ll make a

comment on their task letting them know it’s

ready for them. Clicking on the task name

(Test Task 1 Confirmation) will open the task

details box.

At the bottom of the details box is a section

for Comments. This is where you’ll send the

Project Manager a not letting him/her know

you’ve completed your task. 

Once you’ve made your comment, you’re

done! You’ve successfully moved a task from

your task list forward!

STEP 6: MOVING THE PROJECT FORWARD



Have trouble accessing

your task list or moving the

project forward? These

resources can help!

Watch Now

Watch Now

Client Projects

Your Task List

Watch Now

Organizing
Your Task List

Watch Now

Logging Time

https://drive.google.com/file/d/1TrEiURjCpBsyCYFqQ2yAkzEvB_RshYDc/view?usp=drive_link
https://drive.google.com/file/d/1tEuJkbmK9FTGYWsuASN4-0nrZrJn5NUW/view?usp=drive_link
https://drive.google.com/file/d/1TrEiURjCpBsyCYFqQ2yAkzEvB_RshYDc/view?usp=drive_link
https://drive.google.com/file/d/1tEuJkbmK9FTGYWsuASN4-0nrZrJn5NUW/view?usp=drive_link
https://drive.google.com/file/d/1Y9mV5tRtu1fyXCGrIjG4BqgD8lmHBezb/view?usp=drive_link
https://drive.google.com/file/d/1Y9mV5tRtu1fyXCGrIjG4BqgD8lmHBezb/view?usp=drive_link
https://drive.google.com/file/d/1GOLv2_eS2baTucA9NWO9J7w0-hi5nR7A/view?usp=drive_link
https://drive.google.com/file/d/1GOLv2_eS2baTucA9NWO9J7w0-hi5nR7A/view?usp=drive_link

