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1. Introduction to Tasks
The Tasks Personal Tool helps keep track of your important “To Do” lists.
In Tasks, you can make a list of items that you need to take care of for organizing your personal and professional life, including organizing tasks into different categories that you create.  You can update the status your tasks in terms of completion and you can also organize your tasks in terms of date or priority.

For highest visibility, you can place the My Tasks or My Tasks 2 channels on your Dashboard.  
1.1 Accessing Tasks

Use one of the following methods to access your Tasks Personal Tool:

· Click the Tasks icon in the QuickBar.

-OR- 

· If you have the Personal Tools channel displayed in your Dashboard, click on the "Tasks" option. 

· If you have the Tasks channel displayed in your Dashboard, expand the Tasks channel. 

-OR- 

1. Click the MyCruiser (or "My___") tab. 

2. Click the Personal Tools sub-tab. 

3. Click on the icon or heading for Tasks.

· Your list of tasks will be displayed in your default viewing mode. Tasks due today or earlier are displayed in red. 

· Once the My Tasks page is displayed, click on any task name to view the task and its details.

2. Customizing Tasks

By customizing your Tasks Personal Tool, you can create different statuses for your tasks, manage task categories, and set a specific viewing preference when working with your tasks. Three tabs in the Customize Mode of Tasks will allow you to set these preferences: 

1. General - Customize the default appearance of your tasks 

2. Categories - Create / edit / delete categories for better organization of your tasks 

3. Status - Create / edit / delete statuses for your tasks, and specify the order in which they are displayed

2.1 Customizing the Appearance of Tasks

1. Access your Tasks tool.

2. Click the Customize button or the Settings link in the "Tasks Tools" menu in the left Sidebar area.

· The Task Settings page is displayed with the General tab active.

3. Select a value from the No. of Items Per Page drop-down box to determine how many tasks are displayed when you open Tasks.

4. Select a default sorting order for your tasks by choosing one of the three options:

	Sort Order
	Details

	Due Date, Priority
	Tasks sorted by due date (most recent first) and then priority (highest first)

	Priority, Due Date
	Tasks sorted by priority (highest first) and then due date (most recent first)

	Priority, Status
	Tasks sorted by priority (highest first) and then status


5. Select a value from the Default View Mode drop-down list box to specify a default viewing mode.

· In “Normal” mode, you must click on the task to change its details.

· In “Edit” mode, the Priority, Due Date, Status, and Category are all changeable when the tasks are listed.

6. If you would like your completed tasks hidden from view, place a check in the Hide Completed Tasks checkbox.

7. If you would always like any tasks that you create to always be linked to your calendar, place a check next to Always Link to My Calendar.

· Whenever you create a new task, the Link to My Calendar checkbox in the New Task dialog is pre-checked.

8. After all edits have been made, click the Save button.
2.2 Customizing Task Categories

1. Access your Tasks tool by clicking on the Tasks icon in the QuickBar.

2. Click the Customize button or the Settings link in the "Tasks Tools" menu in the left Sidebar area.

· The Task Settings page is displayed with the “General” tab active.

3. Click the “Categories” tab onscreen.

· Any currently available categories in use will be listed in the “Available Categories” box.

4. To create a new category, click the Add button.

· A pop-up dialog will be displayed where you may enter a new category name.

5. Enter a new category name in the field and click the OK button.

· The dialog disappears, and you will see your new category appear in the list of available categories.  You may continue to add more categories.

6. To rename an existing category, click on a category from the “Available Categories” box and click the Rename button.  Then repeat step 5.

7. To delete a category, click on a category from the “Available Categories” box and click the Delete button.

· If any tasks belong to a category that you delete, then these tasks will remain in your Tasks Personal Tools but will no longer be associated with a category.

8. After all edits have been made, click the Save button.

2.3 Customizing Task Statuses

1. Access your Tasks tool by clicking on the Tasks icon in the QuickBar.

2. Click the Customize button or the Settings link in the "Tasks Tools" menu in the left Sidebar area.

· The Task Settings page is displayed with the General tab active.

3. Click the Status tab onscreen.

· Any currently available status in use will be listed in the Available Status box.

· To return the list of Available Status back to its current list without saving any changes while editing, click the Reset button.
4. To create a new status, click the Add button.

· A pop-up dialog will be displayed where you may enter a new status name.

5. Enter a new status name in the field and click the OK button.

· The dialog disappears, and you will see your new status appear in the list of available statuses.  You may continue to add more statuses.

6. To rename an existing status, click on a status from the Available Status box and click the Rename button.  Then repeat step 5.

7. To delete a status, click on a status from the Available Status box and click the Delete button.

Note:

Both "New" and "Completed" statuses cannot be deleted.  A pop-up will alert you, "Sorry, 'New' and 'Completed' are system reserved statuses."

· If any tasks belong to a status that you delete, then these tasks will remain in your Tasks Personal Tools but will no longer be associated with a status.

8. To move a status up or down in the list, click to highlight a status and then click on the “up” or “down” arrow.  Subsequent clicks on an arrow will continue to shift the status in that direction.

9. After all edits have been made, click the Save button.

3. Using Tasks
This section focuses on the actual use of Tasks; refer back to section 2 and all sub-sections for instructions on organizing Task categories, statuses, and basic appearances of the Task page.
3.1 Tasks Side Bar

The Side Bar for Tasks contains the following set of tools:

	Side Bar Items
	Description


	Tasks Tools
	The main menu with the following set of options: 

· My Tasks displays the list of tasks according to your customized preference 

· New Task accesses the Task Detail page, where you create new tasks 

· Import/Export – allows you to either import tasks from MS Outlook, or create a .csv that can export your CampusCruiser tasks to MS Outlook. 

· "Settings" accesses the Customize Mode for Tasks

	Quick Search
	Enter text as search criteria to search for tasks


3.2 Task Filter Bar

The Filter Bar for Tasks sorts and filters tasks according to criteria you specify, and can also change the View Mode of your tasks.

3.2.1 Changing View Mode

There are two types of viewing modes for Tasks:

· Normal mode lists tasks and allows them only to be checked for selection or opened. 

· Edit mode allows each task’s Priority, Due date, Status, and Category to be drop-down lists, and thus changeable.

1. Access your Tasks.
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2. From the Filter Bar for Tasks, use the View Mode action list to select either "Normal" or "Edit."

3. In Edit mode, if any tasks are changed, you must click on Save Changes to save those changes.  Refer to Edit Tasks in the Edit View Mode for instructions.

3.2.2 Changing Task Sorting Order

By default, the display order of your tasks is according to settings applied from the Customize Mode.

1. Select a sorting order from the “Order by:” drop-down list:

	Sort Order
	Details

	Due Date, Priority
	Tasks sorted by due date (most recent first) and then priority (highest first)

	Priority, Due Date
	Tasks sorted by priority (highest first) and then due date (most recent first)

	Priority, Status
	Tasks sorted by priority (highest first) and then status


Note:

The “Custom” status is displayed any time that you click on table headings to sort tasks.  It will not perform an action if you selected.

2. Clicking on a column heading of the table will toggle its up-down order (i.e., highest – lowest to lowest – highest).  Doing so will cause the “Custom” option to be displayed in the “Order by” drop-down list.

3.2.3 Filtering Tasks

By default, all tasks are displayed and not filtered.  

1. To see tasks of only a specific status, use the Status filter ([image: image2.jpg]A1l Status



) to select a specific status.  By default, this list will first display “All Status.”

-OR-

To see tasks belonging to only a specific category, use the Category filter ([image: image3.jpg]&Il Categories + |



) and select a specific category.  By default, this list will first display “All Categories.”

2. You may use both filters at once to display tasks that have only a specific status AND a specific category.  However, if no tasks are displayed, then no tasks have that combination of status and category.

3. To remove the filter(s) select “All Status” and / or “All Categories” from their respective drop-down lists.

3.3 Find a Task with Quick Search

Use the Quick Search feature in the Side Bar to perform a simple search for tasks. 

1. Enter text in the text field of the Quick Search feature. 

2. Click Search. 

· Any tasks matching the text you entered will be listed onscreen. 

· A search panel for completing a more detailed search is also displayed above the Tasks Filter Bar (see Find a Task with Toggle Search).

3.4 Find a Task with Toggle Search

A “Toggle Search” option is displayed when tasks are listed in the My Tasks page.  Clicking this option expands / collapses a detailed search feature for your tasks.

1. Click the “Toggle Search” option to display the search feature for Tasks.

· The search area is expanded.

2. Enter criteria in as many or as few fields as you desire.  Keep in mind that the more criteria you enter, the narrower your search will be.

	Field
	Description

	Title Field
	Type text to find when searching in task titles

	Priority Checkboxes
	Click to remove / place checks next to the priorities; a checked priority will be searched

	Due 

List Box
	Specify date(s) as search criteria with the pop-up calendar.  When any option is selected, additional date fields will be displayed:

	
	Option
	Resulting Field(s)
	Instructions

	
	“on”
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	Select a specific due date to search on.

	
	“starting”
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	Select a date; tasks due on this date and beyond will be listed.

	
	“ending”
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	Select a date; tasks due on this date and earlier will be listed.

	
	“between
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	Select two dates to create a range; tasks due within this date range will be listed.

	All Status Checkbox
	Check “All Status” to have tasks of any status found

	Status List Box
	Press Ctrl + click on an individual status to use as search criteria

	All Categories Checkbox
	Check “All Categories” to have tasks from any category found

	Category

List Box
	Press Ctrl + click on an individual status to use as search criteria


3. Click the Search button.

· Tasks meeting your search criteria will be displayed.

3.5 View an Existing Task

1. Access your Tasks.

2. Use the Tasks Filter Bar to filter and sort the listing of tasks as desired.

3. Click on any task name to view the task and its details.

· The Task Detail page is displayed, showing the details of the task.

3.6 Add a Task with Complete Details

1. Access your Tasks.

2. Click on “New Task” in the Side Bar.

· The Task Detail page is displayed.

3. Enter a title for the task in the “Task” field.

4. If the task belongs to a specific category, then select one from the “Category” drop-down list.

· If no suitable category exists, you can create one with the “Category” tab from Customize Mode.  Refer to instructions in Customizing Task Categories.

5. Select a Priority for the task with the “Priority” drop-down list.

6. Type in a Due Date in the “mm/dd/yyyy” format.

-OR-

Click on the calendar icon to access the Pop-up Calendar, and select a date.

7. To have this task show up in your personal default calendar, place a check next to “Link to My Calendar.”

8. You can select a status other than “New” for the task from the “Status” drop-down list.

· If no suitable status exists, you can create one with the “Status” tab from Customize Mode.  Refer to instructions in Customizing Task Statuses.

9. If you would like to enter any notes about the task, do so by typing in the “Notes” field.

10. Click Save.

· Depending on your currently selected filters and sorting criteria, the task may not appear at the top of the list.

3.7 Edit Tasks Individually

1. Access your Tasks.

2. Click on a task name to open the Task Detail page and see details for the individual task.

3. Edit the task fields as you normally would (refer to Add a Task with Complete Details).

3.8 Edit Tasks in the Edit View Mode

You can change the Priority, Due date, Status or Category for multiple tasks from the Edit viewing mode.

1. Access your Tasks.

2. From the “View Mode” drop-down list box, select “Edit.”

· In Edit mode, the Priority, Status, and Category field for each task appear as drop-down list boxes; the Due date is an editable field with access to the Pop-up Calendar.

3. To change the Due date of a task, click in the field and type a new date in the “mm/dd/yyyy” format.

-OR-

Click on the calendar icon to access the Pop-up Calendar, and select a date.

4. To change the Priority, Status, or Category of a task, use the respective drop-down list box to select a new value.

5. When all changes to all tasks have been made, click the Save Changes button.

· Your changes to each task will be saved, and the page will be refreshed.  Note that the changed tasks may no longer be displayed, depending on the filters selected in the Filter Bar.

3.9 Link Tasks to Your Calendar

You can have any of your tasks linked to your default personal calendar.  When they are linked, they will show up in your Calendars Personal Tool.

1. Access your Tasks.

2. From the “View Mode” drop-down list box, select “Normal.”

· The “Selected Items” action list is available.

3. Place a check next to the task(s) you wish to link to your calendar.

4. From the “Selected Items” action list (located above the table listing of tasks), select "Link to My Calendar."

· The task(s) will be included into your default calendar on the date set for the task's completion.

3.10 Mark Tasks as Completed

1. Access your Tasks.

2. From the “View Mode” drop-down list box, select “Normal.”

· The “Selected Items” action list is available.

3. Place a check next to the task(s) you wish to mark as “Completed.”

4. From the “Selected Items” action list (located above the table listing of tasks), select “Mark Completed.”

3.11 Change a Category for Tasks

1. Access your Tasks.

2. From the “View Mode” drop-down list box, select “Normal.”

· The “Change Category” action list is available.

3. Place a check next to the task(s) that change to a different category.

4. From the “Change Category” action list, select a different category into which the checked tasks will belong.

3.12 Delete Tasks

1. Access your Tasks.

2. Locate the task(s) you wish to delete.  Use the search functions and Filter Bar as necessary.

3. Place a check next to the task(s) you wish to delete.

4. Click the Delete icon onscreen.

· Checked tasks will be deleted.
3.13 Importing/Exporting Tasks

If desired, your Tasks that are saved to Tasks Personal Tool can be exported to a .csv file for use in Microsoft Outlook

and

Tasks exported from Microsoft Outlook can be imported to your Tasks Personal Tool.
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3.13.1 Exporting Tasks

1. Access your Tasks.

2. From the Tasks Tools menu in the SideBar area, click Import/Export.

· The Import/Export Tasks page will be displayed.

· Note that in the Export area of this page, "Microsoft Outlook (.CSV) file" is the only option and is already selected in the drop-down.

3. Click Export Now.

· Your system browser will allow you open or download the file as desired.

3.13.2 Importing Tasks

1. Access your Tasks.

2. From the Tasks Tools menu in the SideBar area, click Import/Export.

· The Import/Export Tasks page will be displayed.

· Note that in the Import area of this page, "Microsoft Outlook (.CSV) file" is the only option in the drop-down for 1. Choose a program to import tasks from and that it is already selected.

3. Under 2. Choose Option, select a radio button of your choice to determine how the Tasks feature should treat duplicate items from your imported file:
· Replace duplicates with items imported

· Allow duplicates to be created (this is the default setting)
· Do not import duplicate items

4. In 3. Choose file to import, click Browse to access the file-locating utility of your system and then select the .csv file you wish to import.  
· When a file has been successfully selected, its path on your hard drive will be displayed in the text field.

5. Click Import Now.

· The page will refresh and you will be returned to the My Tasks page.

· The imported tasks will be listed here.
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