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PRACTICE EXERCISE |

Organizing & Accessing Your Task List,

and Navigating to Related Projects



teamwork.com

STEP 1: LOG-IN JAIRUS

Girowth Marketing for He: re Innova

To access Teamwork; please bookmark this
URL to log-in:

Jairus Marketing

emily@jairusmarketing.com|

https://jairusmarketing.teamwork.com/ =~ e

(J Remember me Forgot password?

G Login with Google


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

STEP 2: NAVIGATE TO YOUR TASK LIST

One on the Home tab,
In the left-side menu, click navigate to the My Work

the Home buftton. tab in the top menu bar.

Y Home / Time / Myt » Take a tour of My Timesheet © Send feedback 03 Hogae—=Ty Wor — © Take a tour of My Work  © Send feedback
) teamwork (
G) Time My timesheet Company timesheet Alltime Approvals BETA l! Home My work My calendar y timesheet My projects Activity Inbox 99+ Dashboards Tl My tasks =~ @ 18 Late 5 Today 4 Upcoming
(& Add task
This week < » Nov13-17,2023 reh tir Sort by Filter My work a £ Plan with My calendar Q Assignee or task name @
{7 Home
Projects / Tasks =i 'Nﬁ;; 1 I‘Il:v " :;'::,Iﬁ ,Iq‘;\', % Week total ASSI. PROJECT oueoate T
v Late
Jump to
Tasks that are overdue will appear here
~ Today 2
Client Revisions & Build Out All Sizes @2 Guardian Resear... ﬁ GRN Retargeting Lead Generation §... Today 2h 422 -
Planning
Add Client Brand Kitto Canva & Cr... @1 bask  Strategic Coach a Strategic Coach Onboarding Today 30m
Budg
~ Tomorrow 2
Internal Design Revisions 2 LivaNova a LivaMova Q1 Organic Social Develop. J 45m 2/4 -
o Add Client Brand Kit to Canva & Creatopy 3 Solventum a Solventum Onboarding W 30m 2/4 -
o . > Later this week
Let's start building your timesheet
—_— v Next week
( Copy last week ) =+ Add project or task
F 4 Tasks that are due next week will appear here

> Later 2

> No due date

cM Callie Miller Callie Miller

MacBook Air

MacBook Air




0 Home / My work > Take a tour of My Work & Send feedback

1> Home My work My calendar My timesheet My projects Activity Inbox 99+ Dashboards TL My tasks 18 Late 5 Today 4 Upcoming T h e My W O r.|< .|.O b

Add task | o My work a B Plan with My calendar Q, Assignee or task name @ '\i Y= Personal tasks : .
represents a list of all fasks

TN
TASK NAME COMPANY ASSI... PROJECT pue DWRe T ESTIMATED TIME PRIOA =+ )

teamwork.com

Search

I in Teamwork that are

Tasks that are overdue will appear here

N TOday 2 O SSi I I e d TO O U
Templates ) - . ) . ) ) o g y L4
Client Revisions & Build Out All Sizes 2 Guardian Resear... ﬁ GRN Retargeting Lead Generation S... oday 2h 1422 -
Planning
Add Client Brand Kit to Canva & Cr... 1 subtask  Strategic Coach ﬁ Strategic Coach Onboarding Today 30m

Budgets
Tomorrow 2
Reports

- Internal Design Revisions 2 LivaNova LivaNova Q1 Organi Filters M O ke S U re yo U h G V e -l- h e
Add Client Brand Kit to Canva & Creatopy 3 Solventum .
Tags v Due date Priority Projects fll-l-er for “Only ShOW TOSkS

&

Solventum Onboarg

&

Later this week

Created By v Custom Fields Exclude tags v
Next week -|- h -I- R
Only show tasks that are not blocked O O re n O -l- O C e
Tasks that are due next week will appear here [ Include tasks that have started in 'Today' section
Later 2 [[) Do not show tasks that are assigned to teams

checked to ensure only
_— tasks that are ready for you
show up on your list.

No due date

MacBook Air




Next, confirm that the columns at the top of your e Task Name
My Work tab are organized in the following order. e Task List

If not, please re-review our Teamwork_Task » Project Name
Organization Playbook to adjust your list - this is @
crucial part of managing your tasks in Teamwork.

e Client Name
e Due Date

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

Due Date column name to ensure it furns blue with * Priority Order
an up arrow). e 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, fied 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.

v Test Task 1: Valerie Onboarding Practice Task List: Valerie




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).

(0 Home / Projects / Miscellaneous / Teamwork Practice Tasks / List

T Teamwork Practice Tasks vy : List Files Time Dashboard More... +
= Task Lists < Tasks _ . New List View ©® Q_ Assignee or task name e
All Lists 2 ) ) ) .
v Onboarding Practice Task List: Valerie : +
Onboarding Practice Task ... 2

You can customize this list for projects that don't fit into an existing template

v @ Valerie K Test Task 1: Valerie More @ With Account  Fri Feb 21st - Fri Feb 21st = ¥ Est: 15m T

©) NicoleM  Test Task 1 Confirmation: Valerie @ Pending  Fri Jan 24th - Fri Jan 24th & Est: 5m

[:]a]]
E

¢} Automate

+ Add task list :

R




Once you've located your task, click the small clock icon and log your
fime (15 minutes).

FriFeb21st X Est:15m T Details L O & © © N 0%

Valenie K Test Task 1: Valerie More @ With Account Fri Feb 21st - Fri

Next click the board status (current set as——__ "

Choose Column

With Account), scroll down and selected
Completed. This will automatically —
complete your task - be sure to confirm o =

that the gray "acftive task” check mark I
changes to a green checkmark icon after ———

® With Project Manager

you've changed the stafus. ——



Nicole M Test Task 1 Confirmation: Valerie Pending Fri Jan 24th - = Est: 5m

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:

e Update the task board status from pending to “With"” the Appropriate person - in
this case “With Project Manager?”.



e TO ensure the assignee knows the task is ready
and has everything they need, you'll make o
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.

e Af 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.

e Once you've made your comment, you're
donel You've successfully moved a task from
your task list forward!

Assigned to Dates Priority

Nicole Ma... Feb 21- Feb 21 MNo priority

Tags Followers Reminders

Details Dependencies 1  Activity

Subtasks

 Add a subtask

Time logs t Log more time

t Log time on task

Files

Drag and drop your files here. Browse files

No comments

Mention someone or post an update below to get the
conversation started



Have trouble accessing
your task list or moving the
project forward? These
resources can help!

Client Projects Organizing

 Watch Now | Your Task List
| Watch Now

Your Task List 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

