Guide
TaskMerlin

Personal and Professional
Editions, v. 5.0

TaskMerlin User's



VERSION HISTORY

Date Document Version Software Version

August, 2011 1.0 TaskMerlin Personal and Professional Editions,
4.0

February, 2013 2.0 TaskMerlin Personal and Professional Editions,
5.0

Copyright © 2011 Interfathom, LLC. All rights reserved.




CONTENTS

VERSION HISTORY ...coreuiirnuienntenntennntrnstenntesnnesstesssessssesseesssesssesssessnnens I
ONE USER’S EXPERIENCE ...cccceeevutiniiennninninesniesssesstessseesssesssesssessssesnes 6
CHAPTER 1: GETTING STARTED ...ccovtereutensuersnnensnenssnessnesssesseesssessssesnes 8
TaskMerlin Personal EAItiOn .......cccveuviiviviciiniiciicciicsccesiceneiees 8
TaskMerlin Professional EQItion ... 8
Using this GUIAE .....cccvviiiiiiiiiiiicii s 8
Where to Begin ..o 8
Getting Around Your Projects ... 9
Managing Items in your Projects ..., 9
Scheduling Appointments and Project Information ........cccccvvvvrunaee. 9
Tracking Project Tasks and Deadlines ..o 9
Adding Documents to Your Projects ..., 9
Reporting and Printing Project Information ..........ccccccceeeivivininineaee. 9
Working with Other USErs ..o 9
Backing Up Your Project Files ..o, 9
CHAPTER 2: SETTING UP THE TASKMERLIN WORKSPACE .......ccceuvunue 10
The TaskMerlin WoOrkspace ..o, 10
The Folders LISt ..o 11

The Item Grid ..o 12

Edit Item Window ..., 13
Preview and Preview Details Panes ... 14

FAIEETS TLAST woviiiiccicicieiciriricccceeieiete ettt es 14
Calendar Pane ... 15

Gantt Chart ... 16

Month VIEW Tab ..o 16
Tailoring the Workspace Using the Setup Wizard ........ccccovvvvuiiviinininnnne. 17
Organizing the Workspace by Task or Notes VIeWs ... 20
Tailoring the Edit Item Window ..., 21

A Project Manager’s Guide to Setting Up the Workspace ........cccccvueueees 28
CHAPTER 3: NAVIGATING THE TASKMERLIN WORKSPACE ........ccceeuuu. 30
Navigating Using the Folders LiSt ..o, 30
Navigating Items Using Filters ..., 33
Editing an Existing Filter ..o 33
Creating Your Own Filters ..., 39

Filtering within FOIAers ..o 41




Organizing Your Filters LISt ... 43

Navigating Items Using the Item Grid .....ccocovvviiviiiiviiiiiciiii, 45
Using the Preview and Preview Details Panes .........ccccooevviiiiiininnes 45
Tailoring the Preview Details Pane ..., 47
Tailoring the Item Grid .....ccooieiriciriiciiicecere e 52
Using Sorting to Manage the Item Grid ...c.cooceevveviciviviciniciiicnnes 55
Converting Items to Folders in the Item Grid ....cooovvvvviciiiiicininnee. 57

A Project Manager’s Guide to Navigating the Workspace ........cccccoeuviuces 58

CHAPTER 4: WORKING WITH ITEMS AND ITEM TYPES ....ccccevueruennenne. 60

FINAING TEEMS .ottt 60

Creating and Managing Items .........cccevieiviieinininninieiieececeees 62
ADOUL TEEMS it 62
Creating an Item ... 62
Opening and Editing an Ttem ..o 71
Using In-Place Editing in the Item Grid ....coovvviiiciiiniviniiicciee 72
Editing Multiple Items’ Attributes in the Item Grid ....cccovveiviiecnnnes 73
Deleting Items from Your PLroOjects .......ccccovvieivinicivinieriinicniiiennnes 74
Archiving TtemMS .c.cviiiiiiiiiiiiciicccce e 75

Spell-checking Items ......cccoviiiiiiiiiiiiiii s 76
Setting Up the Spell Checker ... 76
Using the Spell Checker ... 77
Clearing the Added and Ignored Words Lists ......c.ccccoviviviviicirincnnee. 79

Renaming Item Fields and Adding Your Own ......ccccvvieviciivincinicnnn. 81
Renaming Existing Item Fields ..., 81
Adding Your Own Item Fields ..o 83

Creating and Managing Item TYPes .....cccocvvviiececiiininniniccceccrieceas 85
About Ttem TYPES ..ccciuiiririiiiccce e 85
Adding Item Types To TaskMerlin .....ccoceeuveieiriniceinieiricriienenes 85
Editing or Deleting Item TYPES ...c.ccoveuviiuerviiiiiiriiciiiieeiccneicennes 87
Changing Default Item TYPES ..cccovoemviviciriiciiiiiriieiceiceee 38

Adding and Editing Item Type Attributes Values ........cccccoovvvivinininnnn. 89
Existing Item Attribute Values ... 90
Adding Attribute Values ..., 90
Editing Attribute Values .......cccovveiriniciriniciiicriceceeceseeceenenes 92
Deleting Attribute Values ..o 94

A Project Manager’s Guide to Setting Up Projects ........cccocvvieivicininnns 95

CHAPTER 5: USING THE CALENDAR .....ccoovtinntrnrtensnensseessneessnesseesssesnnes 96




ADout the Calenndarl ...ooviveiieeiiieieeeeeteeteeteeteere ettt st svesevessve st essesssesasens 96

Scheduling Items on the Calendar ..., 96
Setting Options for the Calendar .........ccccoevviviviiininiiniic, 102
Integrating Outlook with the Calendar .........ccccocvvviiiiiiiniiiiinns 107
Configuring Outlook in TaskMetlin ..o, 107
Copying Items From Outlook to TaskMerlin ........ccccevueuervricrrenes 108
Copying Items from TaskMerlin to Outlook .........cccccevieiviniciniaes 110
Viewing the Calendar by Day, Week Or Month ..o, 111
A Project Manager’s Guide to Using the Calendar ........ccccocevivviennnninnes 112
CHAPTER 6: USING THE GANTT CHART ....coovuirniinnnennnensneensnessnnennnens 114
About the Gantt Chart ... 114
Navigating the Gantt Chart ... 114
Scheduling Items and Setting Dependencies on the Gantt Chart ......... 117
Managing Schedules in the Gantt Chart .........cccoeviviviciciciiinvininiaee, 118
Setting Item Dependencies ... 119

A Project Manager’s Guide to Using the Gantt Chart ........ccccevvcurencees 121
CHAPTER 7: MANAGING PROJECT DOCUMENTS .....ccceeeeiuneeninnenninnennnns 122
About DOCUMENLS ...oviiiiiiiiiiciciceicee e 122
Using Quick Notes to Capture Information ..........cccevvecviccieincnnninnns 122
Setting Up Quick NOES ...coviuiiiiiiiiiiiiiiiccccccces 122
Using Quick NOLES w...uiieiiiiiiiiiciccriceece s 124
Adding Documents to Items ........ccccccuvivininiiininiiiiiiiccecceeeeees 126
Creating and Adding Documents to TaskMerlin ........cccccoeviviiirinnes 127
Linking or Embedding Existing Documents .........cccccccceueueuvuvenininane. 128
Using Hyperlinks To Items and Documents .........ccccceceueveivivinininee 130
E-mailing Items .....cccccviviiiiiniiiiiiiiiccc s 132
Importing Items .....cccvvviiiiiii e 133
EXporting Items ....cccvviiiiiiiiiiciiii e 135
A Project Manager’s Guide to Managing Documents .........ccccoeveveinnes 137
CHAPTER 8: REPORTING AND PRINTING ..ccccctresuersuressnersnessuesssnensneens 140
Creating Custom RePOTIts ....cvviviiiiiiniiiiiniiciccces 140
Printing Items and Lists Of Items ......ccccovuiiuviniciiniicniiecicceccaes 141
Printing Items in the Item Grid ..o 141
Printing Item Details ..., 142
Printing Folders and Their CONtENts ......ccccceuereivivivinirininicceeeieeeeeaee 143
Printing Folder OUtlines .......cccovveueirieurinieieinicereerieeeceeneenes 143

Printing Folders and the List of Items ......ccccoccevvviviivinicvinicciinen, 144




Printing Folders and Item Details .......ccccocoeviviiivniivniciniciinen, 145

A Project Manager’s Guide to Reporting and Printing .........ccccceeveunes 146
CHAPTER 9: MANAGING USERS AND USER PERMISSIONS ......cccccvenunne 148
Collaborating with COWOLKELS ....c.ccoueuriiuerriiieiricierriieieinceeceseenenene 148
Managing Users (Personal and Professional Editions) ..........ccceeceuvunes 148
AddING USEIS ..o 149
Replicating Users’ Configurations ... 152
Viewing and Changing Users’ Account Information .........c.cceeue..e. 155
Deleting User ACCOUNLES ....veueviiueirieiciriieieisieieeeeeseeceeeeseesesseenens 158
Managing Permission Templates (Professional Edition Only) .............. 160
About the Default Permission Templates .......cccccocevvervivicicininnens 160
Template vs. User Level Permissions ..., 161
Customizing Existing Permission Templates ........ccccoveivviiiiiinnes 161
Creating Permission Templates ..o 167
Deleting Permission Templates ... 168
Setting Up Users’” E-mail Options ... 170
Setting Database E-mail Options ........cccceeieviviciciviicniicniiicniines 170
Setting Up Users” E-mail ......cocciviiiiiiiiiiiiiiiicrccniccccneaes 173

A Project Manager’s Guide to Managing Users and Permissions ......... 176
CHAPTER 10: MANAGING YOUR DATABASES .....ccceevvuieinniennnnensnineennnne 178
About Databases ... 178
The Default Database ... 178
Creating a Database ... 178
Creating a Blank Database ..o, 179
Creating a Database from an Existing Database ........cccccccceicinnnne. 180
Navigating Between Databases .......ccoccvievniciiniccinicrccecceeeaes 180
Customizing Databases ... 181
Getting Information About a Database .......ccccoccceviviiviicivnicininaes 181
Adding a Descriptive Name and Setting Database Properties ........ 182
Exporting and Importing Database Settings ..........cocovvicececieieininininane. 184
Exporting Database Settings .........cccoveeeevivivnninniieeeeeeeeees 184
Importing Database SEttings .......ccovvveveeurrieienineerinieereceneenes 186
Backing Up the Database ........cccooveuviiviviiiininiciiiicicniccccaes 188
Compacting the Database ..., 189

A Project Manager’s Guide to Managing Databases ........cccccccovviiiiines 190




ONE USER’S EXPERIENCE

As a technical writer for a company in the finance industry, I first became
acquainted with TaskMerlin after a year-long search for a task-management tool
that would help me manage the 100 documents I write each year. Having tried
several packages, I despaired of ever finding software that was both structured
enough to help me corral my workload into tasks and projects and yet flexible
enough to let me customize components of my projects when I needed to.

Enter TaskMerlin. One day, after yet another Internet search for “task manage-
ment software,” I came across TaskMerlin. The Interfathom Web site was profes-
sionally done, the price fit my budget, and I could download a trial version, which
I did that day.

One week later I had bonded with my new tool. I had set up my projects and tasks
in an hour, and I was already learning how to customize TaskMetlin's features to
suit my busy schedule and deadlines.

I've documented dozens of software packages in my 15-year career, so I'm picky
about the software I use myself. Having used TaskMerlin daily for the last two
years, I can testify to the fact that TaskMerlin is unlike any task-management tool
on the market. In fact, it's not just a task-management tool; it's a project-manage-
ment tool, too. Designed for one, several, or many users, and functional on both a
personal computer and across a network of computers, TaskMerlin is the go-to
tool for managing projects when other project management tools would be over-
kill. I’'m happy to introduce you to this product.

Let's get started!

Karen Field Carroll

Karen Field Carroll
Str. Technical Writer and Author







Getting Started

CHAPTER 1: GETTING STARTED

Where to
Begin

TaskMerlin is designed to help you manage both tasks and projects. Using Task-
Merlin, you can create project files and add tasks to them. You can track those
projects using the Calendar (Personal and Professional Editions) and the Gantt
Chart (Professional Edition only).

But you can also create items that represent other aspects of a project, such as its
meetings (and meeting notes), its reference files (such as functional specifica-
tions), and even the people who work on that project. You can even import
project documents into TaskMerlin or link an item to them from TaskMerlin.

TaskMerlin Personal Edition

The TaskMerlin Personal Edition is designed for users who work on their projects
alone and who do not need to collaborate on projects with other users across a
network or the Internet.

TaskMerlin Professional Edition

The TaskMerlin Professional Edition is designed for users who must share Task-
Merlin project files across a network or the Internet. TaskMerlin Professional
Edition includes the Gantt Chart.

Using this Guide

This User’s Guide explains how to use both the Personal and Professional Edi-
tions. In addition to explaining how to use TaskMerlin, each chapter includes a
section called “A Project Manager’s Guide,” which explains how to apply what

you learn in the chapter to project management.

Read these sections to find out more.

"Where to Begin," this page

"Getting Around Your Projects" on p. 9

"Managing Items in your Projects" on p. 9

"Scheduling Appointments and Project Information" on p. 9

"Tracking Project Tasks and Deadlines" on p. 9

"Adding Documents to Your Projects" on p. 9

"Reporting and Printing Project Information" on p. 9

"Working with Other Users" on p. 9

"Backing Up Your Project Files" on p. 9

If you’re already familiar with TaskMerlin, you can skip the chapters you don’t
need and go to the ones about features you want to explore. If, however, you're
new to TaskMerlin, we recommend reading the guide starting with Chapter 1,
which provides an overview of the TaskMerlin workspace.
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Once you’ve set up your projects, "Navigating the TaskMerlin Workspace" on p.
30 explains how to find items and import and export them between external files
and even other TaskMerlin databases.

Items represent various parts of a project, such as tasks, people, or information.
"Working with Items and Item Types" on p. 60 explains how to create and edit
items in your projects.

"Using the Calendar" on p. 96 explains how to schedule your tasks on the Calen-
dar, track them, and update the Calendar as your schedule changes. An item’s
dates, such as Start date and Deadline, appear on both the Calendar and the Gantt
Chart.

"Using the Gantt Chart" on p. 114 explains how to track your projects’ progress
in the Gantt Chart. Gantt Charts are available in TaskMerlin Professional Edition
only.

A key part of any project is its reference information. Often this information

resides in Word® or Excel® documents outside of your TaskMerlin files. You can
cither link or import (embed) these files in TaskMerlin to keep all the information
about a project in one place. "Managing Project Documents" on p. 122 explains
how.

When project stakeholders need a status about the project, or if you want to cre-
ate a snapshot of a project at any point in it, you can use the reporting and print-
ing features to handle these tasks. "Reporting and Printing" on p. 140 shows you
how.

If you share the Personal Edition of TaskMerlin with other users, "Managing
Users and User Permissions" on p. 148 can get you started on setting up basic
user permissions, including e-mail.

If you’re using the Professional Edition, we recommend reading this chapter com-
pletely to understand the more robust features that apply to managing users in the
Professional Edition.

Any project manager knows how important it is to back up a project’s files. This
User Guide concludes with a chapter on backing up and maintaining your Task-
Merlin databases. See "Managing Your Databases" on p. 178 for this information.




Setting Up the TaskMerlin Workspace

CHAPTER 2: SETTING UP THE TASKMERLIN WORKSPACE

Use this chapter to become familiar with the TaskMerlin workspace and then to
tailor it to your needs.

This chapter covers the following topics:

m  "The TaskMerlin Workspace," this page

m  "Tailoring the Workspace Using the Setup Wizard" on p. 17

m  "Organizing the Workspace by Task or Notes Views" on p. 20

m  "Tailoring the Edit Item Window" on p. 21

m  "A Project Manager’s Guide to Setting Up the Workspace" on p. 28

The TaskMerlin Workspace

The TaskMerlin workspace is the primary window in TaskMerlin. It captures the
structure, status and schedule for each of your projects.

The TaskMerlin workspace is what you see the first time you launch TaskMerlin.
(Later you can tailor how the workspace appears in your version of TaskMerlin.)
Figure 1 shows the TaskMerlin workspace as it appears when you install and
launch TaskMerlin for the first time.

The workspace includes these work areas, or panes, which this section describes:
Folders list (p. 11)

Item Grid (p. 12)

Edit Item window (p. 12)

Filters list (p. 14)

Preview and Preview Details panes (p. 14)

Calendar (p. 15)

Gantt Chart (Professional Edition only) (p. 106)

Month View tab (p. 10)

10



Setting Up the TaskMerlin Workspace

This image shows each of these areas.

Calendar and #, MyTasks - TaskMerlin SRR X
Gantt Chart tabs File Edit View Manage Tools Help
4 @ Refresh o] Quick Notes | 3 Setup Wizard % Tip of theay @ ~
. Folders O X ftems | Calendar Ganit Chart ox
Folders list —
A LE T 4 A IE=EA - RN W NF- ) Filter By [3]~ (5] Corporate Web Site .
l.g Desktop Ttem Type Summary Status Priority | Context Progress
% Tnbox H Project Development
Calendar 2 Project QA Testing
%_‘m] 3] Froject Documentation
rchives = Project Content Development
Fin = Project Requirements Analysis
] Event Project Kickoff 50%
Item Grid /
Preview panes —
(] Corporate Web Site [ X
Zwi=1 s B
- H Filters | Month View \EIX. &
Filters list ——®» P2 Tahoma - 85 B 1 u o [ G P
T - Context
Status
. Progress
Month View tab =
Date
Time

6 items

B Network Mode | & AmyAdmin :

Figure 1: TaskMerlin workspace

The rest of this chapter explains each section in more detail.

The Folders
List

A folder is any item that can contain other items. Certain items are folders by
default. Others you can make folders when you create them.

By default, the Folders list shows any items you designate as folders when you cre-
ate them. (Later you’ll see how you can view even non-folder items in the Folders

list.)

The Folders list is a quick way to see the overall structure of your project files.

11
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The image points out the Folders list.

[, MyTasks - TaskMerlin S | B |
File Edit View Manage Tools Help
¢ () Refresh |« | Quick Notes | 3 Setup Wizard ¥y Tip of the Day @ -
Folder editing Folders O X ftems | Calendar Gantt Chart i
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&ad First Handoff to QA = '
2 TestPlans ] Task Draft Text for Human Resources Page [] Not Started = Medium
B fi 1) Testing Phass 1 ] Task Draft Text for Company Directory Page || NotStarted = High
List of items . 5 )
) 5] Testing Phase 2 ||| B Task Draft Text for Intramurals Page [] Not Started = Low
designated & Documentation r

as Folders ——pi»

{2 Content Development

o [£] Draft Text for About Us Page
[£] Draft Text for Contact Us Page
[£] Draft Text for Site Map Page

[£] Draft Text for Human Resources
[£] Draft Text for Company Director

[£] Draft Text for Intramurals Page

The Item Grid

{511 Reauirements Analvsis .
e L : [£) Draft Text for Company Di... ax
: » sy 7 E -
Filters | Month View
i " | |company directory page should include a list of employees = Context
I Ttems with their departments, managers, email addresses, and Status [ ot Started
My Ttems phone numbers.
High Priority Ttems Progress
{) To Do Today Attributes
Date
Time
1 item selected 6 items B Network Mode | & AmyAdmin :

Figure 2: Folders list

Using the Folders list to navigate project items is covered in "Navigating the Task-
Merlin Workspace" on p. 30.

The Item Grid shows the items for the folder selected in the Folders list. For
example, if you click the Folder called Office, you see the Office folder’s items in
the Item Grid.

The Item Grid provides a lot of information about an item, such as its type
(Project or Task, for example), a summary of the item, the item’s status (Not
Started, In Progress, and so on), and its priority (Highest, High, Medium, and so
on). You can customize the Item Grid to show you only the information you want
to see about an item. That’s explained in "Navigating the TaskMerlin Workspace"
on p. 30.

12
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This image shows the Item Grid. This particular grid includes items in the Corpo-
rate Web Site folder.

Item editing ~

buttons

Selected folder

List of items in

selected folder — 7|

#, MyTasks - TaskMerlin o | B |
File Edit View Manage Tools Help
) efresh | | Quick Notes | 3 Setup Wizard @ Tip of the Day @ -
Folders B X | nems Calendar  Gantt Chart ax
aviia=g = } gIFA=I=RaL - R3R 3 - Filter By [5)- (3] Corporate Web Site -
#, Desktop Ttem Type Summary Status Priority | Context Progress
% Inbox Development
[®) Calendar QA Testing
Arches Cantent Development
a Bin Requirements Analysis
N Project Kickoff 50%
=] Corporate Web Site o x
ox 22 & -
Filters | Month View -
Tahoma - 85 - mB 1 u | [T Proiect
Nl - = Corttext
All Ttems Status
My Items
= High Priority Items Progress
{2) To Do Today Aitributes
Date
Time
6items P Network Mode | & AmyAdmin

Using the Item Grid to navigate items is covered in

Figure 3: Item Grid

"Navigating the TaskMetlin

Workspace" on p. 30.

Edit Item
Window

The Edit Item window is where you capture information about each project and
task, such as start date, priority, or status. You can change the fields and tabs on

the Edit Item window once you figure out how TaskMerlin works best for you.

This image shows the Edit Item window. For instructions on tailoring it to your
needs, see "Tailoring the Edit Item Window" on p. 21.

', Editem =8 Fen =)
[
3 l Edit the item summary and details

kem Type EiTask E=f=] Attributes | Date  Time 4
Context =1 & [C1 [} Folder
Status =1 & Priority =] &

[T Progress Assigned To & Amyadmin — [+] [
Summary [] Tag

Tahoma - 10 L

Figure 4: Edit Item window

13



Setting Up the TaskMerlin Workspace

Preview and
Preview
Details Panes

The Preview and Preview Details panes show the attributes, or specifics, of any
item you select in the Item Grid.While the Item Grid provides summary informa-
tion about items, the Preview pane shows the details of a selected item. It’s a quick

way to see the item’s details without opening it in a separate window.

You can tailor the fields in the Preview pane, too. See "Preview and Preview
Details Panes" on p. 14 for instructions.

This image shows the Preview and Preview Details panes.

Ttems | Calendar  Gantt Chart 0 x
S A B- Q- &t 4 & Filter By @~ (5] Content Development .
Item Type Summary Status Priority Context Progress
] Task Draft Text for About Us Page ] Mot started = High
ﬂ Task Draft Text for Contact Us Page |j Mot Started = High
ﬂ Task Draft Text for Site Map Page J Mot Started = Medium I
ﬂ Task Draft Text for Human Resources Page J Mot Started = Mediumr
Selected |tem —. ] Task Draft Text for Company Directory Page | ] Mot started = High
ﬂ Task Draft Text for Intramurals Page |j Mot Started — Low
Preview pane
[£] Draft Text for Company Di... o x
2 &[E B
. . Company directory page should include a list of employees =+ Cortext
Preview Details with their departments, managers, email addresses, and Status [ Not Started
pane phone numbers. "N Frogress
Attributes
Date
Time
6 items &Netwclrk Mode | & AmyAdmin i
Figure 5: Preview and Preview Details panes below the Item Grid
Using the Preview pane to manage items is covered in "Navigating Items Using
the Item Grid" on p. 45.
Filters List  Filters help you see items in groups. If you have 50 items in the Item Grid, for

example, you can use a filter to narrow that list to only items with certain traits.
ple,y y

You can also set up filters to filter items within one folder.

14
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This image shows the Filters list.

Filters list — g
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Calendar Pane

Figure 6: Filters list

Creating and using Filters is covered in "Navigating Items Using Filters" on p. 33.

The Calendar pane is where you can track your schedule and manage appoint-

ments. You can schedule any type of item so that it appears on the Calendar. Then
you can determine how much information about the item appears in the Calendar
itself.

This image shows the Calendar with a view of three days. However, you can see
from one day to one month in the Calendar pane.

Ttems | Calendar | Gantt Chart

& [A|E - [ - | &l - |2 - [H- 30January - 01 February. 2013

Buttons for editing
items in the Calen-
dar or changing the
Calendar view

items

11 00

W/
12~

Scheduled ———

/

] Review Marketing Materials ]

30 ‘Wednesday 31 Thursday 3 Friday
Da\:« j 24/Jan Functional Requirements Specification 11/Feb
08 AM
09 00
10 00 ) Interview QA Applicant

i

Figure 7: Calendar pane
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Scheduling items on the Calendar is discussed in "Using the Calendat" on p. 96.

Gantt Chart A Gantt Chart is a bar graph showing the time line for a project’s tasks and events.
The TaskMerlin Professional Edition includes the Gantt Chart.

This image shows the Gantt Chart. For more about using it, see "Using the Gantt
Chart" on p. 114.

Ttems Calendar | Gantt Chart x
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) Draft Text for Intramurals
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) Functional Requirements S

&4 Handoff to Development

a4 Initizl Requirements Gathe
@) Project Kickoff

. [ ,
Figure 8: Gantt Chart pane

Month View  The Month View tab (behind the Filters list) is a convenient place to select how
Tab  many days you want to see in the Calendar pane or the Gantt Chart. This image
shows the Month View tab.
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: ad First Handoff to QA .
changing the 23 TestPians Qe p.an: 1
[£] Testing Phase 1 [£] Testing Phase 1 r
Calendar or [£] Testing Phase 2 [ Testing Phase 2
Gantt Chart view Documentation 3] Documentation | e—
Cantent Development =l (3] Content Development
Requirements Analysis - P I
)| Project Kickoff [] Draft Text for About Us Pa
Archives £ Draft Text for Contact Us

] Draft Text for Site Map Pa
[] Draft Text for Human Reso

. Filiers | Month View Ox [£] Draft Text for Company Di
You can navigate « » [ - ] £ Draft Text for Intramurals
the Calendar or . o e - = (7] Requirements Anslysis
Gantt Chart by flul ”f? T: W: T'; ’j S; [y Functional Requirements S
. d - &4 Handoff to Development
selecting dates s 7 8 s i Tt Recuirements Gthe .

13 14 15 16 17 18 19
across the Month 20 21 22 23 24 25 26 ) Froject Kickaff I
view. 27 28 29 30 31 1[ 2] q ] »

1 item selected 20 items P Network Mode | & AmyAdmin

Figure 9: Month View tab
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Setting Up the TaskMerlin Workspace

Click the Setup
Wizard button.

Click Next, ——_ |

Note

Using the Month View tab to navigate the Calendar is covered in "Using the Cal-
endatr" on p. 96.

Tailoring the Workspace Using the Setup Wizard

You can tailor the fields and panes you see in the TaskMerlin workspace using the
Setup Wizard. The Setup Wizard opens the first time you use TaskMerlin, but you
can also open the Setup Wizard to change your workspace once you’ve used Task-
Merlin.

The options you choose in the Setup Wizard affect what you see in the Item Grid
pane, the Preview Details pane, and the Edit Item window. (You can later tailor
these even further, though.)

To tailor your workspace, take these steps:

1. To open the Setup Wizard, click the Setup Wizard button on the tool bar.

d

O X pems Calendar | Ganit Chart %
[ " 3 1 = o S | ners [+ ]

- W &8t - -8B - [l Ftes [0 T Corparate Web Site -~ |

4 Feb 10,'L Feb 17,71

Feb 24,°13 Mardd,"L B &

Summary

(& Carparate Web Site

= Prowects :
=] Comprrate Web Site (I Development e
(2] Development (@] Q& Testing
¥ -JE: :‘mwl wan dad First Handolf to QA
o e —
] Teat s £ Test Pens &

B Testng Phase 1 R Testing Phase 1
£ Testig Phase 2 ] Testing Phase 2

(] Decumentation [T Do cumantation
——

Figure 10: Setup Wizard button

2. In the Setup Wizard, click Next.

#, TaskMerlin Setup Wizard @

TaskMerlin Setup Wizard

Enter a user name and choose an icon:

AmyAdmin I3 E‘

You can run the Setup Wizard from the main window File menu ortoolbar at any time More user settings ... Mext

Figure 11: Setup WIzard

You can change your login ID name or password here, too. Click the More user
settings button to get started.
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3. In the window that opens, choose the fields you want, using the following

table as a guide.

In this window, you select fields to use in the Item Grid, Edit Item window,
and Preview Details panes. (But you can also change these fields in the work-

space itself later. See "Navigating the TaskMerlin Workspace" on p. 30.)

If you use TaskMerlin to

Click

So the workspace includes

Keep the same fields you have
now

It's set up how I like it now

The same fields you’ve been using

Manage your own tasks and
to-do lists

Task lists (to-do lists, GTD, Agile)

A simple layout with few date and
advanced fields

Manage projects

Project planning (Gantt Chart)

A comprehensive layout with date
fields and many advanced fields

Manage appointments

More options, and then Appoint-
ments and events (calendar)

A comprehensive layout with date
fields and some advanced fields

Use the same layout you did in
Version 4

More options, and then Classic
(version 4 layout)

The same layout you saw in
Version 4

Keep track of documents and
images

More options, and then Informa-
tion (word processing, links,
images)

A simple layout with few date and
advanced fields

Keep track of many things

More options, and then Include
everything | might need

A fully comprehensive layout

Track basic information

More options, and then Simplify
as much as possible

A minimalist layout

As you select these options, you can see the changes in the workspace.

This image shows these options.

Keep the fields
you have now

Plan and

track projects \

X | pems | Calendar  Gama Chart

i, TakMerin Setup Wizsd AR 22

(:_'3 IS set up how 1 ke it now

™5

" Project planning (Gantt chart}

Manage only
your own tasks

Track documents, use

How will you primarily use TaskMerlin?

" Task lsts (ba-do bsts, GTD, Agie)

= Mare aptions _
et o sption -]

the calendar and other
options

B iterms

Figure 12: Setup Wizard: Choosing layout
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4. Click Next.

The next Setup Wizard window opens.

i#, TaskMerlin Setup Wizard @

Which main window panes would you like to see?

Folders Ttem Grid Item Filters
) e
T

[ Alsa show the nonfolder tems

0

Item Content Calendar ‘Gantt Chart
ritm—— —
= B ~
e Begerng E
=i e |
[] Alsa show the item fields [] Alsa show the date selector

Previous Finished

Figure 13: Setup Wizard: Choosing panes

In this window, choose the panes for your workspace. Use this table as a
guide.

Click To see So the workspace includes

Folders The Folders pane The Folders list

To see items not marked as folders
in the Folders list, click the Also
show the non-folder items.check
box.

Item Grid The Item Grid A list of your items

Item Filters The Filters pane The list of filters

Item Content The Item Contents pane The selected item’s content beneath
the Item Grid

To include the Preview Details pane,
click the Also show the item fields
check box.

Calendar The Calendar pane The Calendar showing items with
dates

To see the Date Selector tab, click
Also show the date selector.

Gantt Chart The Gantt Chart pane The Gantt Chart showing items with
dates
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As you click
options here...

...the panes open
—>

here.

As you choose the panes in the Setup Wizard, those panes open in workspace

behind it.

~J 4 iR

Su Mo TuWe Th Fr S

11 o2 3 a4 s
6 7 8 9 10 1l 12
13 14[ 18] 18 17 18 19
0021 022 23 M B OBw
@ om ow oW o 1

i 15 17 dasusary, 2013

Tuesday 16

8 TaikMerka Setup Wizard L

Which main window panes would you like to see?

Fobdery them Gl

N =

Ihem Piters

Gantt Chart

g
l

Dems [T pe——

Figure 14: Setup Wizard, Choosing panes

5. Click Finished.

The workspace now has your new fields and panes.

Organizing the Workspace by Task or Notes Views

You can change the workspace to one of the options in this table.

This view

Shows these panes

Task View

Folders list, Item Grid, Gantt Chart, and Preview
Pane

Task View with Filters

Folders list, Item Grid, Gantt Chart, Preview Pane,
and Filters list

Task View with Calendar

Folders list, Item Grid, Calendar, Gantt Chart, Pre-
view Pane, and Month View list

Notes View

Folders list with tasks, Content and Preview Details
panes of the selected item in the Folders list

Power User View

All panes
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To organize the workspace by Task or Notes

1. Click the View menu, click Layout, and

View, take these steps:

choose your view.

File  Edit | View | Manage Tools Help
¢ @R Layout r B | Task View
— /| Folders = | Task View with Filters
7| Fitters B | Task View with Calendar -
Vav. 7| Month View [E Motes View (includes tasks in the Folders pane) [:}
§ .
' EEFSHDD /|| Hems R Power User View |
% Inbox
Calend| v || Calendar Reset
v | Gantt Chart Project Documentation
Preview Project Content Development
Preview Details ) Project Reguirements Analysis
?] Event Project Kickoff
| | Quick Notes... Ctrl+Q
Q;} Reminder Popup...  Ctrl+R
j Documentation
1| Content Development
Requirements Analysis
[®] project Kickoff
Figure 15: Choose a layout
The workspace shows your new view.
. MyTasks - TaskMerlin SNRCN X
File Edit View Manage Tools Help
da () Refresh |, | Quick Notes | 3 Setup Wizard ¥y Tip of the Day @ ~
Folders X | & Draft Text for Contact Us... X
LA LE T8 ||Z 23 E i
14, Desktop - |2 hem g
% Inbox ltem Type ] Task
;E] Calendar Folder
=1 Projects O
=] ; Corporate Web Site e
| Development Frogress
3] QA Testing Summary Draft Text for Cortact Us Fage |
ad First Handoff to Q Tag 5
L3 Test Plans E  Atributes
[ Testing Phase 1 Cortext
[ Testing Phase 2 Status [ Met Started
; Documentation Pr £ High
= ; Content Developmen| rorty -
[ Draft Text for Abg Impact -
[ Draft Text for Cor B People -
[ Draft Text for Site Owned By & Lucy
[ Draft Text for Hur Assigned To & Amyadmin
S Draft Text for Cor Cortact & AmyAdmin
[ Draft Text for Intr © Dat
; Requirements Analys| Sta:
.","5] Project Kickoff Frish
[a] Archives s
@ in Deadine
Overdue By
— ; [ om0 !
Oitems Pa Network Mode | & AmyAdmin

Figure 16: Notes view

To reset the view to the default layout,
choose Reset.

click the View menu, click Layout, and

The workspace reverts to the original layout.

Tailoring the Edit Item Window

The Edit Item window is where you most

projects and tasks, such as dates and status.

often manage information about
The Edit Item window uses fields and
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Note

tabs to show this information. You can set up the fields and tabs in the Edit Item

window to show only the information you want to track in your items, and you

can do this by either choosing an overall layout, or by changing specific fields and
tabs, or both.

This section explains how to do the following:

m  Choose the overall layout.

®  Add, rename, remove, or rearrange tabs, including tabs you’ve created.
®  Add, rename, remove, or rearrange fields, including fields you’ve created.

®m  Add, rename, remove, or rearrange buttons, including ones you’ve created.

Before you begin, consider the following:

m  If you are an administrator, the changes you make to your Edit Item window

do not appear in other users’ Edit Item windows, but you can replicate these
changes to other users later. See "Managing Users and User Permissions" on
p. 148.

m  If you use the Setup Wizard after you have tailored the Edit Item window, the

changes you make there overwrite your changes to the Edit Item window.

To tailor the Edit Item window, take these steps:

1. Create an item or open an existing item.

The Edit Item window opens.

4 EditTtem

ftem Type (EHProject lz‘ |:| Attributes | Date  Time
Cortext =& 7]} Folder ] [y Owner
Status [=] [=J Prioty [=] [
Progress Assigned To & amyaamin - [=] [
Summary Documentation Tag

Tahoma - 85 -HB I U SISV EEH O -

|

L] About £ Options 0K Cancel Help

Figure 17: Edit Item window, GTD view

The image in Figure 17 uses the default GTD layout. Your window might look a little

different. These differences don’t affect the rest of the procedure, though.
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2. To change the layout, which changes fields and tabs all at once, right-click in
the upper pane, and select one of these layouts:

* Calendar (to include fields and tabs used most often in managing
appointments)

* Gantt Chart (to include fields and tabs used most often in managing
projects)

*  Getting Things Done (GTD) (to include fields used most often in managing
tasks)

* Classic (to use the layout TaskMerlin used before version 5.0)

e Minimal (to use only the Summary and Content fields in the Edit Item
window)

This image shows these options.

i}, Edit ltem S
e
S l Edit the item summary and details
ltem Type (ZHProject lz‘ E] Attributes | Date  Time 3
Context =& |} Folder ] Gy Owner
Status =] & Priority =&
To change the lay- [F] Progess psgnecTo | & Amyaamin [+ [

out, right-click, select
Layout, and choose a

dlﬁerent one Summary Documertation
Tahoma - 85

Layout 4 Calendar

Add New Tab Gantt Chart
Getting Things Dene (GTD)

Classic

Add Field

Minimal

T

Figure 18: Choose the layout of the Edit Item window
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3. In the confirmation window that opens, click OK.

The Edit Item window opens with the new layout.

In this image, the user switched from the GTD layout to the Gantt Chart lay-

out.
# Edit ltem 5] S|
Edit the item summary and delails
kem Type HProject lz‘ E] Duration | Date  Attributes  People  Value 4
Status lz‘ E] Duration 14 +| | Days v
Start Y 1/20131200AM @ [ Time Spert
Finish 3202131159 PM @~ [T] Time Left
[] Progress
Summary Documentation [] Tag
Tahoma - 85 -MB 7 USiZi=EMEEH® -
A
] Apout oKk | [ Cancel Help

Figure 19: New layout

4. To add a tab, right-click anywhere above the Content field, and click Add New

Right-click, and__|

select Add New
Tab.

Tab.
#, Edit ltem 5] S|
am
\\ Edit the item summary and details
em Type HProject E Q Duration | Date  Attributes  People  Value 4
Status E E] Duration 14 +| | Days v
|| @ Stan ¥ /2N31200AM B~ [ Time Spent
Firl 32072013 1159PM @~ [ Time Lsft
[] Progress
Layout 3
Summary Documentation
Add New Tab L\\)
Tah - 85 o B & —
o — Add Field y =
Rename Progress Field f
Remove Progress Field

Figure 20: Adding a tab
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5.

In the window that opens, type the name of the tab, and click OK.

New Tab Page -

S==)

Type the name of |

the tab, and click \\

— o |

Cancel

Colors

OK.
Figure 21: New Tab Page

The new tab appears in the Edit

Item window.

Summary

New tab in the

#, EditItem o] D
Edit the item summary and details
hem Type ElProject = Attributes  People  Value  Other | Calors |
Status |z| [g
Start ¥ 23 1200AM G
Firish 202M311E9FM [
[] Progress

window —

-MB I USSiEMEELY -
o

Figure 22: New tab

To add fields to the tab now, go to step 11.

6. To rename an existing tab, right-click the tab and click Rename [tab name].
i, EditItem 5 |
Right-click the
tab and click it the item summary and details
Rename [tab
name]. Hem Type FlPrciect Attributes | Oth C
Status E Q [] Time Estimated Layout '
Sttt 3 12013 1200AM [~ Add New Tab
Fiish V202013 1159PM [ Rename Other Tab
] Progress Remove Other Tab
Add Field y
Summary Documentation [C] Tag
Tahoma - 85 - lMB I U & =iz = H& —

Figure 23: Renaming a tab
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Renamed tab

7.

In the window that opens, type the new name, and click OK.

-

Rename Tab Page

-

==

Recumencs]

-

Figure 24: Renaming a tab

The tab shows the new name.

#, EditItem S |t
&
h! Edit the item summary and details
T SProject = Attributes | Recurrence | People  Value Co 4 ¥
Status [+] & B imated
Start 3 120131200AM  E 2 Recumence
Firish 202M311E9FM [
[] Progress
Summary Documentation, ] Tag
Tahoma 85 -MB I U S ZiZFEEL S -
"
o

Figure 25: Renamed tab

8. 'To remove a tab, right-click, and select Remove [tab name].

Note

When you remove a tab, you also remove the fields in that tab.

Right-click the tab, and
select Remove [tab
name].

#, EditItem S |t
P
h! \ Edit the item summary and details
= ] Attributes | Valyel Pocicconca  Docala  ch 4 b
ltem Type _EF’roJect |z| l:] P R
Status |z| l;] [C] Planned Value
Add New Tab
Start 3/ 172013 12:00 AM B~ Actual Cost
g Rename Value Tab
i i :
Finish 3/20/2013 11:55 PM E~ [ Eamed Vﬁ Remove Value Tab
[] Progress
Add Field b
Summary Documentation ] Tag
Tahoma - 85 MBI US§iZisMESELD
-
ks

Figure 26:

Removing a tab
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9. In the window that opens, click Yes to confirm.
The tab no longer appears in the Edit Item window.

10. To rearrange the order of the tabs, click a tab and drag it to a new place.

4, Editltem B E)
[ e
\‘\\ Edit the item summary and details
fem Type Project E Q Duration ~ Date  Recurrence  Attributes  Pe 4 F
Status E Q
Start ¥ 1/20131200AM @~ @ Recurence
Finish /2072013 11:59 PM [EThg
[] Progress
Summary [ Tag
Tahoma -MB [/ US =i =WEEH H -
Click and drag the — |
tab to the left or
the right.

Figure 27: Dragging a tab to a new location

11. To add a field anywhere in the Edit Item window, right-click where you want
the field, click Add Field from the list that opens, and select the field.

You can add fields either under tabs or in the main section on the left.

#, Edit Item =)
‘!
\\ Edit the item summary and details
Right-click where
you Want to add hem Type Project E Q Duration  Date | Recurrence | Attributes Pe 4 P
the field, and then :
. . Status =] & [C] Time Estimated
click the field from . ¥ 2 20A O
the menus that \ Finish 320203 1158PM -
open. || ] Progress
Layout 3
iE Add New Tab D
Tahoma Add Field » Item r ||| Folder and Owner
Rename Progress Field Attribute ¥ (|| HtemType i
Remove Progress Field People 3 Parent %
Predecessor v (|| Tag
Date 3
Time 3
Value 3
User Defined  » -

Figure 28: Adding a field
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Click Add field, click
User-Defined, and
choose the field.

12. To add a field you’ve created, right-click, click Add Field, but click User Defined
in the list that opens, and choose your field.

# Edittem | B |
Edit the item summary and details
ftem Type FHProject lz‘ E] Duration  Date  Recurrence | Attributes | Pe 4 P L
Conz El= [/} Folder -
Start 3 120131200AM [ Cortext = &
Firich 320203 1159PM G Priorty =] &
LEE Layout 3 R lz‘ E]
Summary Add New Tab [C] Tag
Tahoma Add Field 3 Item r EEE H & -
Rename Progress Field Attribute » -
Remove Progress Field People 4
Predecessor »
Date »
Time »
Value »
User Defined  » Department ¥
Mumber Field 1 I}
MNumber Field 3
— Mumber Field 4
Text Field 2
Text Field 3
Text Field 4

Figure 29: Adding a field you've created

13. To remove a field, right-click the field, and click Remove [field name] from the
menu that opens.

14. In the confirmation window that opens, click Yes.

15. To rename a field, right-click the field, and click Rename [field name] from the
menu that opens.

16. In the window that opens, type the new name, and click OK.
The field now uses the new name.

17. To rearrange fields, click and drag the field to the new tab or location.

A Project Manager’s Guide to Setting Up the Workspace

As a project manager, you can set up and manage every aspect of your project in
the TaskMerlin workspace. For example, you can:

m  Set up your workspace using the Setup Wizard.

m  Organize the workspace to see tasks or notes, or both.

m  Tailor the Edit Item window so it includes the fields and tabs you use most.

The rest of this guide explains how to manage projects in TaskMerlin in more
detail.
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CHAPTER 3: NAVIGATING THE TASKMERLIN WORKSPACE

This chapter includes the following topics:

m  "Navigating Using the Folders List," this page

m  "Navigating Items Using Filters" on p. 33

m  "Navigating Items Using the Item Grid" on p. 45

m  "A Project Manager’s Guide to Navigating the Workspace" on p. 58

Navigating Using the Folders List

Folders group items in topics or categories that you choose. The Folders list pro-
vides a way to organize items and to see those items in the Item Grid.
You can use the icons above the folders list to move through your project folders.
m  Create items in the Folders lists.
® Open (and close) folders up to seven levels.
® Move folders up or down in the list.
m  Show items that are not folders in the Folders list.
O To navigate your Folders list, take these steps:

1. To see a folder’s items in the Item Grid, click the folder. Its items appear in
the grid.

i, MyTasks - TaskMerlin -— - E—— x|

Click a folder to

. File Edit View Manage Tools Help
see Its contents

] ) Refresh | | Quick Notes | # Setup Wizard ¥ Tip of the Day @ M|

in the Item Grid.
M-LEolders X |Items | Calendar Gantt Chart X
\m £ A B &1 848 Filter By [3]~ -

\ Item Type Summary Status Priority Context Progress
E Project Development
il = Project QA Testing
i C e Web Site ; Project Documentation

Development .; Project Content Development

QA Testing .; Project Reguirements Analysis

&3 FrstHandofFtaa | |8 Event Project Kickoff 50%
L) TestPlans

ﬂ Testing Phase 1
[E] Testing Phase 2
Documentation
Content Development
Requirements Analysis
“91 Praject Kickoff

E! Archives

£ Bin

6 items EE Network Mode | & AmyAdmin -

Figure 30: Contents of the folder in the Item Grid
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2. In the Folders list, click the Add or Remove Buttons arrow, and click Add all but-

tons, as shown here.

18, MyTasks - TaskMerlin = | E b
File Edit View Manage Tools Help
& ({5 Refresh | | Quick Notes )@: Setup Wizard 2 Tip of theDay @ -
Folders X |Iems | Calendar Gantt Chart X
S BEl & & 2B -t 8 & Filter By [3) - _J
|;’, Desktop f Edit items within the tree tus Context Progress
% Inbox 4 Openwindow to edit the selected item
| Calendar
o-JF Projects Li|| Createa new folder
B Corporate Web Site| ; Create a new project
C|IC|( Add a” bUttOI’lS g;v;;nsz:;nt ﬂ Create a new item
to eXpand the &3 FirstHandoffto QA | | Show non-folder items 50%
Folder tool bar. TestPlars ]| shiftfolder up
ﬂ Testing Phase 1
{5 Testing Phase 2 J | Shift folder down
N Documentation L | Expand folders te the specified level
Content Development &3 Print items in the tree
gquirements Analysis
I ] Projectitcko ';f Delete item
J iy
8 wehives Add default buttons only
e q
Add all buttons
I~
be 6 items E!Natwork Mode | & AmyAdmin i

Figure 31: Adding all buttons to the Folders list

All available buttons for the Folders list open.

3. To create a task, folder, or project in the Folders list, click the icon for that
type, and enter the item’s information in the window that opens.

This image shows where to find these icons.

1, MyTasks - TaskMerlin = B ||
File Edit View Manage Tools Help
G ) Refresh |. | Quick Notes )ft Setup Wizard %y Tip of the Day @ ~
Folders X |Items Calendar Gantt Chart X
Add anltemlcon __gbl\7 | L @88t -] A4 H- G-t 8 8 Fitter By [0~
‘.’5 Desktop L& Item Type Summary Status Priority Context Progress
& Inbox (= Profect Development
EE} Eal;ndi:r =M Project QA Testing
& g =3 = WieD Site ] Project Documentation
Development ; Project Content Development
QA Testing ; Project Requirements Analysis
343 First Handoff to QA @] Event Project Kickoff 50%

=] Test Plans

|_‘| Testing Phase 1

[ Testing Phase 2

Documentation

Content Development

Requirements Analysis
fﬂ] Project Kickoff

Archives

‘g Bin

-

]

6 iterns

EH Network Mode | & AmyAdmin e

Figure 32: Icons for adding an item in the Folders list
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Ctrl + [Add] 4. To open and close all folders at once, click the Expand or Collapse icon, and

Ctrl + [Subtract] choose the level from the list that opens.
I, MyTasks - TaskMerlin e - . A e e —-—y— Elﬂlﬂ
File Edit View Manage Tools Help
] @ Refresh | | Quick Notes | J# Setup Wizard Ty Tip of the Day @ ~
Folders X |Items | Calendar Gantt Chart x

& [2 2 B-@- & & A -

|4 Desktop Item Type Summary Status Priarity Context

j] Project Development
Project QA Testing
Project Documentation

Click Expand or

Collapse, and “E|‘-.§J Corporate Web Site Level 4

o Project Caontent Development
choose a level. f Development — o |
= QA Testing L= Project Requirements Analysis
Asd First Handoff to QA Level 6 (@ Event Project Kickoff
) TestFlans )T
[] Testing Phase 1
Level &

ﬂ Testing Phase 2
--{Z}] Documentation Level 9
Content Development

Requirements Analysis All Levels
] Project Kickoff I}'
\‘a Archives
-

a Bin

4| [ (3

6 items EaNetwork Mode | & AmyAdmin ot}

Figure 33: Opening the Folders list to all levels

The folders open to the level you choose.

5. To move folders up or down, select a folder and click the blue arrow icons.

(8, MyTasks - TaskMerlin SRNCEL x|

File Edit View Manage Tools Help
] @ Refresh | | Quick Notes }3 Setup Wizard T Tip of the Day @ -

Click the blue
arrow icons to ‘\PUH'ELS\ X |ftems | Calendar Gantt Chart X
move folders FRLGE ™es: 39 A2 8- &t 8 &
up or down. 4, Desktop

£ Inbox

| #
I
b Item Type Summary Status Priority Context

U] Calendar
| Projects
E1-{5H Corporate Web Site
--{ZJ] Development

[=E ;] QA Testing
&&d First Handoff to QA
:1 Test Plans
] Testing Phase 1
[] Testing Phase 2
1] Documentaton]
'j] Content Development
Requirements Analysis
-] Project Kickoff

E! Archives
- -'-‘._{g Bin

< m | 3

0items E! Network Mode | & AmyAdmin o

Figure 34: Shifting folders up or down in the Folders list

The selected folder moves up or down in the list.
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Show non-
folders icon

Editing an
Existing Filter

6. To see all items in the Folders list, including items that are not designated as
Folders, click the Show non-folder items icon.

5 MyTasks - TaskMerlin

File Edit View Manage Tools Help
] (D Refresh | | Quick Notes | # Setup Wizard %y Tip of the Day @ ~

Folders X |Items | Calendar Gantt Chart x
s hae . Eee-a8 clsze.0- 11 8
.f‘ Desktop [ Item Type Summary Status Friarity Context

< Inbox
] caf

2 rojects
E1-{2H Corporate Web Site
421l Development

-] A Testing

dad First Handoff to QA
:1 TestPlans
[] Testing Phase 1
J Testing Phase 2
5
‘ontent Development

equirements Analysis
roject Kickoff

\‘ﬂ Ard{i;rles
£ Bin

4 [ b

0 items EHNetwnrk Mode | & AmyAdmin

Figure 35: Showing items that aren’t folders in the Folders list

All items appear in the list.
You can also navigate items by creating and using filters, which is explained
next.

Navigating Items Using Filters

Filters use the attributes of items, such as Status or Priority, to create lists of items
with similar properties. You can use filters to see items in the Item Grid of a cer-
tain type with a certain status or other property only. For example, you can use a
filter to see all Task items whose status is Next Action. Or you can see only
Project items with a priority of Highest.

TaskMerlin includes several filters by default, but you can also create your own.
m  The All items filter shows all items in the Item Grid.
m  The My Items filter shows items that you own or have assigned to you.

®m  The High Priority Items filter shows only items with a Priority of High or
Highest.

m  The To Do Today filter shows items that are due on this day, whose status is
not completed, and that are not designated as Folders.

This section explains how to create filters and use them to manage your projects.
Once you understand how filters work, you can change the properties of these fil-

ters as well as create your own. For now, let’s explore and change the High Priority
Items filter.
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(m]

Alt + Enter 1.

To use and update an existing filter, take these steps:

Click the High Priority Items filter in the Filters list, as shown here.

L& MyTasks - TaskMerlin

o S

File Edit View Manage Tools Help
. . . ] @ Refresh | | Quick Notes | # Setup Wizard ¥y Tip of the Day @ -
Click the High Pri-
ority ltems filter Folders O X Items | Calendar Ganit Chart X
LA WEE- |5 eL-99 e 2B 6 24 "
L’b Desktop - Item Type Summary Status Priority Context
Inbax 3 ﬂTask Draft Text for About Us Pagclj Not Started = High
Calgndar ] Task Draft Text for Contact Us Pac[_] Not Started = High
T P=:_D|]{e~cn1inm% ek e - [ | 5] Task Draft Text for Company Dires [ ] Not Started = High
ers | Month View ax

) To Do Today

< n | 2

3items E! Network Mode | & AmyAdmin o

Figure 36: High Priority Items filter

2. Click the Open window to edit the selected filter button, as shown here.

U& MyTasks - TaskMerlin

e e

Click this button _____gd

File Edit View Manage Tools Help
| @D Refresh | | Quick Notes ‘}3 Setup Wizard T Tip of the Day @ -

Folders O X  Items | Calendar Ganit Chart X
LR LEE-[Et 3 e-59 MirAw =Rl N # - o
Lfb Desktop - Item Type Summary Status Priority Context
& Inbox LA &) Task Draft Text for About Us Page [ ] Not Started = High

Calendar ] Task Draft Text for Contact Us Pac[_] Not Started = High
= ';D‘Jiiiﬂ__h e - ﬂ Task Draft Text for Company Dire |j Not Started = High
Filters | Manth View 0O X

n | b

3items

!!Network Mode | & AmyAdmin -
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Figure 37: Opening a filter to edit it
The Item Filter Wizard opens.

-
# Item Filter Wizard . [

Follow the steps below to edit this filter

Step 1 - Specify the filter information

Afiter allows you to list the items with the characteristics you are curently interested in, while hiding those you
arent. Using the wizand, you can fiter items according to the type of item, the item status and the assigned

eran.
LT

o R l

. :

Step 2 - Type the filter name

Enter a name for your filter, High Priority tems

When you have finished configuring the filter. press OK to save it and close the Wizard.

Figure 38: Item Filter Wizard

e ———

Under Step 2 - Type the filter name, type High Priority Items in the text field.
Click the Advanced tab.

The Edit Filter window opens.

4 Edit Filter E |t

Gh Filter the items by their column values

Name High Priority ems Image

5]

Description  Shows al ftems that have their priority set to Highest

& Query Designer |‘ﬁ_= Sort Designer I & Options |

The Query Designer lets you fitter items by the conditions you specify, with each row representing a separate
condition. When you add a row, select the column you are interested in. and then select the function, and finally
the value. K required. add more rows to specify further conditions. Check the ‘Complex Queny’ box if you need to
use logical operators {AND, OR. NOT) or parentheses to group conditions together.

Clear ows ] [ Add row ] [ Delete row ] ] Complex Guery

Column Function Value

(B Wiead | (=] sqLEdror | [ ok J[ cancal |[ pely |[ Heb

Figure 39: Edit Filter window
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Item Type Is Task in

first row

Tip

o N W

In the Name field, change “Items” to “Tasks.”

In the Image list, choose a different image if you want one.
In the Description field, describe the filter.

Click the Add row button.

In the first row, do the following:

* In the first column, click the field, click ltem, and click Item Type in the list
that opens.

* In the Function column, click Is.
* In the Value column, click the list and click Task.
The first row shows Item Type Is Task.

i Edit Filter B |

Filter the items by their column values

ol

5]

Mame High Priority Tasks| Image

Description  Shaws all tasks that have their priority set to Highest

% Query Designer | 113 Sot Designer | & Options |

The Query Designer lets you filter items by the condttions you specify, with each row representing a separate
condition.  When you add a row, select the column you are interested in, and then select the function, and finally
the value. K required, add more rows to specify futher conditions. Check the 'Complex Query” box  you need to
use logical operators (AND, OR, NOT) or parentheses to group conditions together.

Clear rows I I Add row I { Delete row J EE [] Complex Queny

Column Function Value
» Item Type Is ﬂ Task
(& Wiard | [[=]SQLEdior | [ ok J[ cancel |[ Aoy |[ Heb |

Figure 40: Filter using Item Type of Task

To add a field you've created, click the field name in the first column, click User
Defined, and click the field name. See "Adding Your Own Item Fields" on p. 83 to
learn about adding fields. Also, you can add Predecessor as a filter criteria, which
means you can include items that either are predecessors or have a specific
predecessor.

10. Click the Apply button.

This filter now shows any Task items that have a priority of High or Highest.

Next you can establish how the items are sorted in the Item Grid when you
use this filter.
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11. Click the Sort Designer tab.

The Sort Designer fields open. The Sort Designer determines which attributes
items are sorted by first.

i, Edit Filter LEEX ]

(&

MName High Priority Tasks Image

Filter the items by their column values

=]

Description  Shows all tasks that have their priorty set to Highest

U Sot Designer | 6 Gptions

Once you have designed your query, you can use the Sort Designer to specify how the filtered items will be sorted
ltems are inttially sorted by the column specified in the first row. Any items that have the same values in this column
are then sorted by the column specified in the second row, and so on

Clear rows ][ Add row ][ Delete row ] E]

Column Direction

[B Wiad | ([ SOLEditor | [ ok [ cameel |[ ey | [ Hel

Figure 41: Sort Designer fields

12. Click Add row.
Assume that you want this filter to sort the tasks first by who they’re assigned
to, and then by priority. This means that all tasks assigned to one user with a
priority of High or Highest appear first in the grid. Tasks assigned to the next
user appear below that.
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13. In the first column, click Assigned To, and leave Ascending as it is in the Direc-

tion column.

14. Click the Add row button again, and add a column called Priority for sorting in

Ascending order.

This image shows how.

i, Edit Filter

Filter the items by their column values

[

Name High Priority Tasks

Add a column
called Priority.

Description  Shaws all tasks that have their priorty s=t to Highest

Image

& Query Designer 1 Sort Designer “" Options |

Once you have designed your query, you can use the Sort Designer to specify how the filtered items will be sorted.
tteme are inttially sorted by the column specified in the first row. Any items that have the same values in this column

\1@ then sorted by the column specified in the second row, and so on

Clear rows H Add row H Delete row ] E]E]

Column Direction
» Assigned To Ascending
Priority Ascending

[ Wiad | [[= SQLEditor |

Help

Figure 42: Sorting items in this filter by Assigned To and Priority

15. Click the Apply button.

Next you can decide whether other users can use this filter, and whether the
filter includes deleted or archived items.

16. Click the Options tab.
The Options fields open.

i, Edit Filter

Filter the items by their column values

[

Name High Priority Tasks

Description  Shows all tasks that have their priority set to Highest

| & Query Designer | 1iZ Sort Designer & Options

[ Publicty available to all login users
When applying this filter

[ Include archived items

[ Include deleted items

Image

[& wiad | (= QL Edior

38



Navigating the TaskMerlin Workspace

[, MyTasks - TaskMerlin = | ) )
File Edit View Manage Tools Help
@ D Refresh | | Quick Notes %, Setup Wizard Y Tip of the Day @ ~
P @ lip y
Folders O X  |Lems | Calendar Ganit Chart X
ZaLEae-Etse-a8  Jl2E8- 01 & -
. . [ Desktop - Item Type Summary Status Priarity Context
Updated fllter n £ Inbox @ ] Task Research Product Requireme
the F|Iters I|St s‘#”tr ﬂ Task Interview QA Applicant
i -;T-?Jii_m__‘h o - ﬂ Task Review Marketing Materials
ﬂ Task Testing Phase 2
Filters | Month View ax ] Task Draft Text for Intramurals Pa ] Not Started — Low
- LI 5] Task Testing Phaze 1 = Medium
e B o
Al Ttems \j Task Draft Text for Site Map Page |j Not Started = Medium
My Ttems ﬂ Task Draft Text for Human Resour |j Mot Started = Medium
] Task Draft Text for About Us Page [ ] Not Started S High
) To Do Today ] Task Draft Text for Contact Us Pag[] Mot Started S High
ﬂ Task Draft Text for Company Dires |j Not Started = High
4 [ | r
11 items B Network Mode | & AmyAdmin

Creating Your
Own Filters

O

Create a new
filter button

Figure 43: Options tab of Edit Filter window

17. To let others use this filter, check the Publicly available to all login users check
box.
Otherwise, only you can use this filter.

18. To include items in the Archived Items folder or in the Bin (deleted items),
select the Include archived items and Include deleted items check boxes.

19. To set up filter options that apply to all filters, click the General Options tab,
and complete those fields.

20. Click OK.
The updated filter appears in the Filters list.

Figure 44: Updated filter in Filters list

Once you see how filters work, you can create your own. If you are an administra-
tor, you can create filters for other users to use.

To create a filter, take these steps:

1. Click the Create a new filter button.

[, MyTasks - TaskMerlin = | [5) i
File Edit View Manage Tools Help
& (@ Refresh | | Quick Notes | 3 Setup Wizard ¥ Tip of the Day @ -
Folders O X Iems | Calendar Ganit Chart X
2 bae- x5t ee-88 I LAE &1 ) -
|.’, Desktop o Item Type Summary Status Priarity Context
% Inbox L 5 Task Draft Text for About Us Page [ ] Not Started = High
T Calendar ﬂTask Draft Text for Contact Us Pa;ﬂ Mot Started = High
- ﬂTask Draft Text for Company Dlre-ﬂ Not Started = High
Filters | Month View 0 x
- 7 k] =
[T All Ttems
My Items
High Priority Ttems
To Do Today
4 1 | »
3 items B Network Mode | & AmyAdmin
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Item type, status
and user as filter
options

Figure 45: Creating a filter

The Item Filter Wizard opens, as shown here.

i, Item Filter Wizard

;Y Follow the steps below to creale a new filter
\,é

Step 1 - Specify the filter information

person.

Step 2 - Type the filter name

Erter a name for your filter: |

When you have finished corfiguring the filter, press OKto save it and close the Wizard.

Afilter allows you to list the items with the characteristics you are curently interested in, while hiding those you
arent. Using the wizard, you can fitter tems according to the type of item, the item status and the assigned

Help [

Figure 46: Item Filter Wizard

= ——

2. Under Step 1 - Specify the filter information, click the check boxes and choose

the properties.

3. Under Step 2 - Type the filter name, enter a descriptive name for this filter.

In the image below, the user chooses the Item Type value of Task, the Status
value of Pending, and the Assigned To value of AmyAdmin. The new filter is

called “Amy’s Pending Tasks.”

-
# Item Filter Wizard . [
D Follow the steps below Lo create a new filter
—Jl_ Step 1 - Specify the filter information
Afilter allow list the items with the characteristics you are currently interested in, while hiding those you
arent. Using the wizart .an filter items according to the type of item, the item status and the assigned
=
& i
‘-ﬁ Show all items of this particular TP ) Task
@ Show all tems set to this status: [} Pending =]
| ;
b Show all items assignsd to this person: & AmyAdmin E
Step 2 - Type the filter name
Enter a name for your fitter: Amy's Pending Tasks|
When you have finished corfiguring the fiter, press OK to save it and close the Wizard
hee | |
—_—  —

Figure 47: New filter: Amy’s Pending Tasks
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Filtering within
Folders

4. Do one of the following:

e Ifyou are finished creating the filter, click the OK button.
* To add more properties, click the Advanced button, and see "Editing an

Existing Filter" on p. 33 for instructions.

You can filter items in the Item Grid by the contents of one folder only. For
example, you can see items that you own within a selected folder instead of the

entire database.

This section explains how to set up this option, and then use it in the Item Grid.

To set up and use filtering within folders, take these steps;
1. Open the Tools menu, and click Options.

The Options window opens.

-

4

X

e

¢
“/:‘} “,.;f' Configure options
S

Login
E-& TaskMerin User
" s Configure default user login behaviour
--|EE| Folder View
Enable inplace editing for the
[ Folder View [ Calendar View [7] Gantt Chart
[ tem Grid [ tem Preview
&
i} Reminders [T Specify selected on login
-] E-Mail
-y Miscellaneous
[ q Windows User
[il-| & Database

farthom

oK | [ Camcd ||

Help

Figure 48: Options window
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2.

4 P
e
H . ‘.‘/\Tr‘t} Configure options
Click Item Grid to Yy
. fathom
see the Item Grid .
Item Grid

fields.

&‘

Click Item Grid.
The Item Grid fields open.

Corfigure the tem Grid options

| (| Folder View

Autosize Summary column
Double-click to open folder
Double-click to edit item
Shaw folders within the grid

] Guick Notes
Fortts and Colors
] tem Editor

J tem Template
@ Fitters
Reminders
g E-Mail

-y Miscellaneous
- Windows User
[ 5 Database

Show completed tems within the grid [] Grid toolbar fittering within folder

[ Auto sort on new inplace item
[ Auto sort on item shift
Highlight selected item in Folder View

Print in landscape orientation

0K

]I Cancel H

doply | [ Hep

8

Figure 49: Selecting Item Grid

3. Click Grid tool bar filtering within folders, and click OK.

Click here,
and click OK.

¥:

=1~ &4 TaskMerin User
Login
Folder View

e Corfigure the tem Grid options
Autosize Summary column

Double-click to open folder
Double-click to edit tem

@ Miscellaneous
-2 Windows User
+-| § Database

9 P |
-.K'\
Ayl
;‘,I/U; ‘;f Configure options
| fathom
Item Grid

Show completed items within the grid nd toolbar filtering within folder

[ Auto sort on new inplace item
[ Auto sort on item shift
Highlight selected item in Folder View

Print in landscape orientation

[ ok [ canced [ ooy |[ Heb
Figure 50: Grid tool bar filtering within folder
In the Item Grid, the Filters button becomes Filter By.
The Filters button ttems |/ Gantt Chart
becomes Filter By. 2R BN B P Filter By (@)~ | 5] Content Development
Item Type Owned By Assigned To Summary bs Status
El Task 2 Lucy & AmyAdmin Draft Text for About Us Page
E Task 8 Lucy & AmyAdmin Draft Text for Contact Us Page
& Pally & AmyAdmin Draft Text for Site Map Page
El Task & AmyAdmin & AmyAdmin Draft Text for Human Resources Page
E Task & AmyAdmin & AmyAdmin Draft Text for Company Directory Page
) Task & AmyAdmin & AmyAdmin Draft Text for Intramurals Page
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4. In the Folders list, click the folder you want to use for the filter.

Figure 51: Filter By tool bar button

The items in that folder appear in the Item Grid.

5. Click the Filter By button, and click a filter name.

For example, click Filter By, and click High Priority Items.

ltems | Gantt Chart

24| B-1&- & 8 &

Click Filter By ___|
and High Pri-
ority Items

Filter By (3] - || (5] Content Development

Item Type Owned By Summary Manage Filters... Priority | Context
[l Task r Draft Text for About U All kems Started £ High

[ Task 2 Lugy for Coptact My Items Started = High

Bl Task a Polly Draft Text for Site Map — High Priority Items Started = Mediur

Bl Task 9 AmyAdmin Draft Text for Human E;\_ ToEoTieiy lk Started = Mediur

Bl Task 9 AmyAdmin Draft Text for Compan ' - Started E High

Bl Task 9 AmyAdmin Draft Text for Intram " Istarted = Low

Iltems matching
the filter’s criteria

Organizing
Your Filters

List  Jist.

Progress

Figure 52: Filtering within a folder

The items matching that filter’s criteria in that folder only appear in the Item

Grid.
Items | Gantt Chart
Zl2 B- G- & Filter By [2)~ | (5] Content Development [+ filters]
m Type Owned By Summary Status Priority | Context Progress
B Task 2 Lucy Draft Text for About Us Page [ Mot started = High
[ Task 2 Lucy Draft Text for Contact Us Page [ Not started = High
[ Task & Amyadmin Draft Text for Company Directory Page [ Not started = High

Figure 53: Filtering within a folder

You can organize your filters list by creating shortcuts for filters, adding bars
between filters to group them, and turning a filter on as you navigate the Folders
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(m]

1.

Click New Filter,
New Shortcut, and
find the filter in the
list.

Click New and
then New Sep-
arator

To organize your Filters list, take these steps:

To create a shortcut for a filter, make sure the filter exists, and then click the
New Filter button, point to New Shortcut, and find the filter in the list that

opens.

U, MyTasks - TaskMerlin

P

File  Edit Tools  Help

@) Refresh |y | Quick Notes )‘ff Setup Wizard @ Tip of the Day @ -

View  Manage

Folders O X rems | Calendar Ganit Chart X
A LEE-Ht -6 M PRl =RaL - RIE 4 =B
E Z:‘ QA Testing - Item Type Summary Status Priority Context
¢ - Aak First Handoff to QA
-] Test Plans
ﬂ Testing Phase 1 |
[] Testing Phase 2 =
Documentation
Content Development b
Requirements Analysis o
= e -
Filters | Month View ox
MNew Filter
MNew Shorteut 3 All Items
Mew Folder Category Amy's Pending Tasks k
New Separator = High Priority Tasks
My ltems
@ To Do Today

[ 2

0 items &Network Mede | & AmyAdmin o

Figure 54: Adding a shortcut to a filter

The shortcut for the filter appears in the

Filters list.

To add a separator between filters, do the following:

*  (lick the New button and click New Separator, as shown here.

Calendar

*| Projects

i = Corparate Web site
: zj Development
QA Testing
m First Handoff to QA i

Filters | Month View

iy i

New Filter

MNew Shortcut »

\ New Folder Category

New Separati\\)

14, MyTasks - TaskMerlin =
File Edit View Manage Tools Help

@ (% Refresh || Quick Notes | # Setup Wizard ; Tip of the Day @ -
Folders O X | items | Calendar Gantt Chart X
FALEE- 3t -G A E 8- Q- & & - .
L’,Deskbop - Item Type Summary Status Priority Context
% nbox N

m 2

0 items & Network Mode | & AmyAdmin -
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Figure 55: Adding a separator between filters

A separator appears in the Filters list.
* Drag the separator between the filters you want to separate, like this:

Filters | Month View O x
-7 F -
All Ttems
Drag the o N
y Items
Separator_ -] Amy's Pending Tasks
between fil- To Do Today
ters. High Priority Tasks
Figure 56: Placing a separator between filters
Tip You can also organize the order of your filters by dragging the filter above or below

Using the
Preview and
Preview
Details Panes

other filters.

Navigating Items Using the Item Grid

The Item Grid is where you can see items and information about them at a
glance. You can customize the Item Grid to show or hide item information. This
section explains the following:

m  "Using the Preview and Preview Details Panes" on p. 45
"Tailoring the Preview Details Pane" on p. 47

"Tailoring the Item Grid" on p. 52

"Using Sorting to Manage the Item Grid" on p. 55

"Converting Items to Folders in the Item Grid" on p. 57

The Preview pane shows an item’s contents (the information in the Contents
tield) at the bottom of the Item Grid when you select an item in either the Item
Grid or the Folders list.

The Preview Details pane shows the attributes of the selected item.

This section explains how to open the Preview and Preview Details panes.
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(m]

Selected item

Item’s contents in
the Preview pane

Tip

To use the Preview and Preview Details panes, take these steps:

1.

Click the View menu, and click Preview.
The Preview pane opens under the Item Grid.
#, MyTasks - TaskMerlin = | 5 i
File Edit View Manage Tools Help
@ () Refresh | | Quick Motes | # Setup Wizard @ Tip of the Day @ -~
Folders O X |ftems | Calendar Gantt Chart O x
m LEd- | A4 B- &+ & 48 Filter By [T~ (5] Corporate Web Site =
NG Item Type Summary Status Priority Context Progress
z Project Development
2 pProject QA Testing
|| 122 Project Documentation
W z Project Content Development
z Project Reguirements Analysis
Jm = D @] Event Project Kickoff 50%
Filters MDI"§ X
el
& Content Development 0 x
2|44 A .
Tahoma ‘v‘B.S -lMB I U & i=i=
4 1 + i
1 item selected 6 items &Netwmk Mode & AmyAdmin il

Figure 57: Preview pane for a selected item

You can edit the information in the Preview pane if you click the Pencil icon above it.
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2. To see the selected item’s attributes, click the View menu, and click Preview
Details.

Tip To open the Preview and Preview Details panes in one step, open the View menu and
click Preview Details. Both panes open at once.

The Preview Details pane opens.

’5 MyTasks - TaskMerlin = | B ||
Selected |tem File Edit View Manage Tools Help
@ D Refresh |o | Quick Notes | J# Setup Wizard @) Tip of the Day @ -
Folders O X Items | Calendar  Ganit Chart ox

Iltem’s contents in
the Preview Details

2 8- &t 8|5 Filter By (3]~ (5] Corporate Web Site .
Item Type Summary Status Priority Context Progress

j Project Development

j Project QA Testing

j Project Documentation

j Project Content Development

j Project Reguirements Analysis

P seent Project Kickoff 50%

Filters | MonO X

@-A & -

All Ttems

My Ttems & Content Development ax
Amy's Pending Te!

) #2436 " -

“--E High Priority Task| | Tahoma - 85 -l B . ttem Type T Project

- Context

Status

Progress
Attributes
Date
“ 1 3 = Time

1 item selected 6 items EH Network Mode | & AmyAdmin

Figure 58: Preview Details of a selected item
Here you can see an item’s details, such as its time estimates and the users
associated with it.

See the next section to learn how to change the fields and categories in
Preview Details.

Tailoring the  Just like with the other parts of the workspace, you can determine which fields
Preview  you see in Preview Details for any item by doing the following:

Details Pane Choosing the layout (GTD, Calendar, and so on)
®m  Adding or removing fields, including your own fields
m  Rearranging fields
®  Adding your own categories to separate the fields

a To tailor Preview Details, take these steps.

1. Make sure you can see the Preview Details pane. If you can’t, click the View
menu, and click Preview Details.
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2. To change the layout of preview details, right-click any field, click Layout, and
choose the layout.

For example, switch from the GTD layout to Gantt Chart.

Right-click any Layout Calendar
field, click Lay-
! Yy Add New Category Gantt Chart %
out, and choose ’ I
i Getting Things Done (GTD)
a new layout. . Add Field » _
i Classic
+ Remove Item Type Field
+ All Fields
Mo Fields

Figure 59: Choosing a layout

3. In the window that opens, click OK.

Preview Details shows the new layout.

ttem Type J Folder
Status

Start

Finish

Progress
Duration
Date
Attributes
People
Value
Other

+ [ F [ F [+

Figure 60: New Preview Details layout
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4. To add a field, right-click any field, click Add Field, and find the field in the list
that opens.

To find a field you’ve created, open the User Defined list. Your field is in that
list. (For instructions on creating fields, see "Adding Your Own Item Fields"

on p. 83))
ftem Type £ Task
Right-click a Layout
field, click Add
o . Add Mew Cat f
Field, and find S ey
the field. Add Field ’ Ttemn »
Remowve Context Field Attribute 3 D 3
Peaple ' Background
Owner 3 7| Context
Predecessor >
Fareground
Date 3
Impact
T.|me i’ ¥ | Priority %
Value ' v | Progress
User Defined > /| status
Misc 3

Figure 61: Finding a field to add

Tip If Preview Details already uses a field, that field in the list has a check mark next to it.

The field appears above the field you selected.

Ib Impact

tem Type | Folder

New field in
Preview Details Status
Start

Firish

Progress

Duration
Date
Attributes
People
Value
Other

+ [+ F [F [ F

Figure 62: New field in Preview Details
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5. To remove a field, right-click the field, and click Remove [field name].

Right-click the
field, and click
Remove [field
name].

6.

7.
Right-click in
Preview Details,
and click Add

New Category. —

Predecessor
ltem Type ﬂ Task
Context

| Forogrund

ayout
Add Mew Category

Add Field

Remowve Foreground Field

Figure 63: Removing a field

To rearrange the fields, click a field and drag it to a new location.

You can click and drag a field above or below other fields, and into a new cat-

€gory.

To add a category, right click in Preview Details, and click Add New Category.

ﬂ Task

Layout

Add Mew Category

Firish Add Field

Progress Remove Item Type Field

[
g
g
5
=1

Predecessor

Deadline

My Reminder Date
B Attibutes

Folder

Context

Priority

Impact

People
Value
Other

EEE

Figure 64: Adding a category
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8.

New category in
Preview Details

9. To rename any category, right click the category and click Rename [category

Right-click the
category, and
click Rename
[category
name].

In the New Category window that opens, type the category’s name, and click

OK.

The new category appears in bold text in Preview Details.

Summary
/ tem Type ] Task

Status
Start
Finish
Progress

=l Duration
Duration
Time Spent
Time Left

=l Date
Predecessor
Deadline
My Reminder Date

Attributes
Peocple
Value
Other

+| [+ |

Figure 65: New category in Preview Details

name].

Summary
tem Type ﬂ Task

Status
Start
Finish

Progress

Duration

Date

Attributes

Peopl:

Value Layout »
&

F B A EEE

Add Mew Category
Rename People Category

Remove Pecple Category

Add Field »

Figure 66: Renaming a category

10. In the Rename Category window that opens, type a new name, and click OK.

The category uses the new name.
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11. To remove a category, right-click the category and click Remove [category
name].

Caution When you remove a category, you also remove any fields in the category.

Summary -
ltem Type ﬂ Task

Status

Start

i . Finish
Right-click the
Progress

category, and Durmtion

click Remove
[category I e :

name]. & Spent Add MNew Category

m

Time Rename Duration Category

=l Date Remove Duration Category

Predecessor
Add Field [3
Deadline

Nty Reminder Date
=l Attributes
Folder

Context

Diciorit .
-

Figure 67: Removing a category

Tailoring the  The Item Grid lists information about items. The columns in the Item Grid detet-
ltem Grid  mine which information you see about items in the grid.You can tailor which col-
umns you see in the Grid in these ways:

m  Choose the overall layout for the Item Grid.
®  Add column or remove columns.
m  Rearrange columns.
This section explains how.
a To tailor the Item Grid, take these steps:
1. Right-click in the Item Grid heading.

The shortcut menu opens.

Items | Calendar  Gantt Chart 0O x
/ F/: B-&@- 1+ & 4 Filters (3] - j Development -
Right-click in the Item Type | Summary |Status |Pri0rity |C0ntext Progress |
B Layout...
heading to open oy '
the shortcut P Add Column ,
menu. Remove Item Type Column
Manage Columns...

Figure 68: Shortcut menu for tailoring the Item Grid

Tip If you open the Manage menu and click Columns, you can complete all the steps in
the procedure except choosing the layout.
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Click Layout and
choose an option.

Click Add Column and
find the column you
want.

To use a built-in set of columns, click Layout, and then click one of the follow-

ng:

* Notes (Item Type, Summary)

e Calendar (Item Type, Summary, Progress, Assigned To, Start, Finish,

Deadline)

* Gantt Chart (Item Type, Summary, Status, Priority, Context, Progress,
Assigned To, Start, Finish, Deadline)

*  Getting Things Done (GTD) (Item Type, Summary, Status, Priority, Context,

Progtess)

e Classic (Item Type, Summary, Status, Priority, Progress, Assigned To,

Deadline)

Items | Calendar  GanttChart

8 x

g2 8- &-| 1 8 |4

Filters [3] - | (5] Development

-

Item Type | Summary | Status | Priority | Context | Progress
Layout... Notes
Add Column Calendar
Remove Item Type Column Gantt Chart %
Getting Things Done (GTD)
Manage Columns...
Classic

Figure 69: Layout options

In the confirmation window that opens, click OK.

The Item Grid shows the new columns.

To add a column, right-click in the Item Grid heading approximately where

you want the next column, click Add Column, and find the column you want in

the list that opens.

Items | Calendar  Gantt Chart ax
L2 8-1&- & 8 |3 Filters [@ - | (2] Development -
Item Type L Lstatus | Priority | Context Progress |
ﬁ Layout...
Add Column Item 4
Remove Item Type Column Attribute b
Manage Columns... People 4
Owner 3 ax
/ rﬁ j Dj Predecessor 3 in] »
Date ' Has Predecessor
Ti 3
ime Predecessor
Value 3
User Defined 3
Misc 3

Figure 70: Adding a column
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Note If you've renamed a field, look for the new name in these lists. For example, if you
renamed My Reminder Date to Remind Me On, look for Remind Me On.

5. To add a field you created (see "Adding Your Own Item Fields" on p. 83),
click User Defined, and find the field in the list that opens.

Items | Calendar  GanttChart B X
Click the I|§t to \/@ E-&-t &84 Fitters (@]~ | (5] Development -
choose a field. tem Type | Summan: Status | Priority | Context Progress|
Layout... 3
Add Column 4 Ttem 3
Remove Item Type Column Attribute »
Manage Columns... People L4
Chwner 3
To add a f|e|d Predecessor 3 B x
you've created, /286 Date . :
click User Defined Time ’ =l
in the list that Value 4
opens. | User Defined  » Department
Misc 3 Mumber Field 1
Mumber Field 2
Number Field 3
Mumber Field 4
Text Field 2
Text Field 3 =l
- Text Field 4 S
|ﬂ items L . min
Figure 71: Adding a field you've created
6. In the window that opens, click OK.
The new column appears in the Item Grid.
Items | Calendar  Gantt Chart ax
/ Fﬁ B-&@- 1+ & 4 Filters (3] - E Development -
Item Type |Department |Summaryr |SE|tu5 |Priority |Context Progress|

/" %
New column
in Item Grid /

Figure 72: New column in the Item Grid

7. 'To remove a column, right-click the column, and click Remove [column name]

from the menu that opens.

Items | Calendar  Gantt Chart 0O x
/ Fﬁ B-&@- 1+ & 4 Filters (3] - E Development -
Item Type | Department | Summary | Status | Priority | Context Progress|
Layout... 3
Right-click the col-
. Add Column 3
umn and click . S ———
Remove [Column > emove Departmen olumn %
name]_ Manage Columns..,
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Using Sorting
to Manage the

Figure 73: Removing a column
8. To move a column in the Item Grid, click and drag the column to its new

place.

Using the sorting options, you can determine in what order items appear in the
Item Grid. You can do the following:

Item Grid C .
m Sort columns by clicking a column header to sort by that column, such as Sta-
tus or Priority.
m  Use TaskMerlin’s default item ordet.
The default item order comes from the Order column. The Order column
shows the order in which items are created by clicking a column header to
sort by that column. (This method applies whether the Order column itself is
visible.)
m  Create your own item order and use it as the default or just when you need to.
The following procedure explains how to create your own item order, which is
called a “managed item order.”
a To create a managed item order and apply it, take these steps:
1. In the Item Grid, click the Sort by managed item order button, and click Set
Managed Item Order.
This image shows how.
Click the Set — | tems | Calendar  Gantt Chart o x
Managed M@vﬁ Bt 8- dh- @-d- B
Item Order Item Type Summary \g i3 Sort by Managed ltem Order | Progress
Optlon- j Project Development Set Managed Item Order... h
= Project QA Testing
j Project Documentation
j Project Content Development
j Project Requirements Analysis

“3] Event Project Kickoff 50%

Figure 74: Set Managed Sort Order menu

The Manage Sorting window opens.
2. Click the Add row button.

A row appears
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3. Click the list under Column, and choose 2 value.

This image shows how.

Manage Sorting =

']

Click the list ié Customize the sorting of items
=]

and choose

avalue. _ _

Use the Sort Designer below to specify how items will nomally be sorted.

items are inttially sorted by the column specified in the first row. Any items that

have the same values in this column are then sorted by the column specified
o the second row. and so on.

Add row Delete row [I]
olumn Direction

7 T v

Assigned To

The person assigned to the item

[ ok [ cames |[ Heb |

Figure 75: Selecting columns for the managed item order

4. In the Direction column, choose either Ascending or Descending.
Ascending order means that items appear alphabetically.
5. Repeat the previous steps to add more rows.

The row that appears on top is the dominant item order. Items are sorted by
this column first.

To move rows up or down, select the row, and click the blue up or down
buttons.

6. Click OK.
The Item Grid appears.

F4 7. 'To apply this item order in the Item Grid now;, click the Sort by managed item
order button, and click Sort by Managed Item Order, as shown here.

tems | Calendar Ganit Chart ax
. ZEA|k-8-15 4 @'?1 S+ 85T d-d - r s Filter By (@)~ -

Sortlng by manaQEd Item Type summary i5  Sort by Managed tem Order % Priarity Context Progress
item order = project Documentation Set Managed ltem Order...

j Project Requirements Analysis

“’J] Event Project Kickoff 50%

= Project Development

= Project QA Testing

j Project Content Development

Figure 76: Sorting by managed item order

The items are sorted by your custom sorting order.
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8. Repeat step 7 to apply the managed order to other lists of items.

Converting  You can convert a folder to an item or an item to folder from the Item Grid tool
ltems to  bar. When you convert an folder to an item, you must make sure the folder is not

Foldersinthe 54 owner of other items first.
Item Grid

Converting items to folders or folders to items does not change the item type. It
only assigns or removes the item’s ability to be a parent to other items.

You can also add a folder or a Project item to the grid from the Item Grid tool
bar. This section explains how.

O To convert folders and add folders and Project items, take these steps:

1. Select the item in the Item Grid.

Items | Gantt Chart 0 x
L2 k-8B 39 & |55t 8is -7 - A &-d- %% &
Item Type Summary Status Priority Context Progress

Select the item here. —P ] Task Research Product Requirements
ﬂ Task create tasks and assignments L\\)

Figure 77: Selecting the item in Item Grid

2. Click the Create folder button, and click either Convert folder to item or Convert
item to folder.

Items | Gantt Chart 0 x
Click Create LA N-8- 30 @-B|l5t 8i5-3-4-d-d-% A _E
folder, and select Item Typ| || = Create a new folder Status BunEy Context Y
Convert item to [ Task j Create a new project [‘hs

-

k

folder or .Convert 4;& Convert item to folder
folder to item. Convert folder to item

Figure 78: Convert an item to a folder

The item or folder is converted, but the item type does not change.
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Select the item,
click the Create a
new folder but-
ton, and click
Create a new
folder or Create a
new project.

3. To create a Folder or Project item in the Item Grid, select the item, click the
Create a new folder button, and select Create a new folder or Create a new project.

Items | Gantt Chart 0O x

20883 - BlEt iz -7 8- Q- -d- % a _B

Item Typ Create a new folder Status Priority Context Progress

ﬂ Task j Create a new project L\\, [‘hs

&
} Convert item to folder

Convert folder to item

Figure 79: Creating a new project

The Edit Item window opens so you can add the details. See "Creating and
Managing Items" on p. 62 for instructions.

A Project Manager’s Guide to Navigating the Workspace

Once you have set up your project, you can see and update its items in the Folders
list, Filters list, or the Item Grid itself. Here are some tips for managing your
projects in the workspace.

m  Use the Folders list keep a master list of all items related to the project.

m  Create a folder for the project and keep every item for the project--tasks,
notes, people--in that folder. When you want a high-level view of the project,
click the folder to see everything in the Item Grid.

m  Use the Filters list to see items of a certain type for the project, such as the
people assigned to it, only completed tasks, or only tasks in progress.

m  Sort a project’s items in the Item Grid using the column headers, or create a
managed item order to see the items in the order you prefer.

m  Change an item’s Folder status from the tool bar, or add Folder and Project
items from the tool bar.
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CHAPTER 4: WORKING WITH ITEMS AND ITEM TYPES

This chapter includes the following topics:

"Finding Items," this page

"Creating and Managing Items" on p. 62

"Spell-checking Items" on p. 76

"Renaming Item Fields and Adding Your Own" on p. 81
"Creating and Managing Item Types" on p. 85

"Adding and Editing Item Type Attributes Values" on p. 89
"A Project Managet’s Guide to Setting Up Projects" on p. 95

Finding Iltems

You can search for items using the Search tools. When you search for an item, you
can search its summary, its contents, or its tag (which is a good reason to include
tags when you create items).

Here are some guidelines to help you search for items:

m  Use the most specific term you can, such as the item’s exact title, and include
a search in the Summary section.

m  If you don’t know the exact term, select Any Words in the Kind of match sec-
ton.

m  Ifit’s possible the item has been deleted or archived, include the Archives and

Bin in the search.

a To search for an item, take these steps:

1.

Click the Edit menu, and click Find ltems.

The Find Items window opens.

i, Find ltems &J

% Find items using the criteria below
Search in fields Search
Summary @ Al tems
[ Content ) Selected Folder
Tag ) kem Grid
Kind of match.. Include..
@ Exact Phrase [7] Archives [ Bin
) All' Words
) Any Word
Search for the following text:
|
Cancel Help

Figure 80: Find Items window
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A search of the
Summary and
Tag fields for the
word “Analysis”

across all items —jp

not in the Archive
or Bin folders

In the Search in fields section, select Summary, Content, Tag, or any combina-
tion of these.

In the Kind of match section, choose Exact Phrase, All Words, or Any Word.

Exact Phrase produces the most focused search results. All Words looks for
all the words in the order you write them in Search text box. Any Word
produces to broadest search results.

In the Search for the following text field, type a word or phrase, such as “Cor-
porate Web Site.”

In the Search section, choose where to search: All items in your database, the
Item Grid, or the selected folder only.

In the Include section, check Archives, Bin, or both, if you think the item has
been archived ot deleted.

This image shows how to complete these fields. In this example, the user is
searching for the word “Analysis” in the Summary and Tag fields of all items,
but not the Archives or Bin folders.

i#, Find Items &J
% Find items using the criteria below
Search in fields... Search...
| Summary @ Al tems
Content
V| Tag ltem Giid
Kind of match.. Include..
© Bxact Phrese Archives Bin
Al Wards
Ary Word
Search for the following text:
[ Fnd || cance ][ Hep |

Figure 81: Completed fields in the Find Items window

7. Click Find.

The search found
one item matching
the search criteria.

The matching items appear in the Item Grid, as shown here.

ltems | Calendar Ganft Chart Oox
Z -8 & F & -5 LT - - P 3 Analysis Filter By G-
Item Type Summary Status Priority Context Progress

j Project Requirements Analysis

Figure 82: Results of search in the Item Grid
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Tip

About Items

Creating an
Item

Note

O

8. Double-click the item to open it now.

If you find the item in the Item Grid, you can find its location in the Folders list. Press
Ctrl+L to do so.

Creating and Managing Items

This section includes the following topics:

"About Items," this page

"Creating an Item," this page

"Opening and Editing an Item" on p. 71

"Using In-Place Editing in the Item Grid" on p. 72

"Editing Multiple Items’ Attributes in the Item Grid" on p. 73
"Deleting Items from Your Projects" on p. 74

"Archiving Items" on p. 75

The iten is the core of any project in TaskMerlin. The term “item” is a generic
term for specific parts of a project. Any item uses an zem type (see p. 81) as a tem-
plate, but it’s the item itself that represents a part of a project in TaskMerlin.

In this procedure, let’s create a Project item and call it “Corporate Web site.”

The images of the Edit window in this procedure use the Classic layout. Your Edit Item
window might look different.

To add a Project item, take these steps:

1. To make sure the item you create automatically appears as part of a specific
folder, click the folder in the Folders list first.
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Insert Key

Tip

Click Create a
new item, and
select Project.

A Project item
automatically has
Folder and Owner
attributes.

2. In the Items Grid, click the arrow next to the Create a new item icon and click

Project from the list that opens.

You can also click the Create a new folder button and click Create a new project.

tems | Gantt Chart o x
AN -8-3 4|6 &5t 8is-37- 8- d-d-F a8 ik
W ﬂ Task Status Priority Context Progress
1) Task @9 Milestone LEﬂtS
] Task y Note nts
C—-\ Appointment
@¢ | Action
\ . | Folder
2] Project
Information l;\\’
Events »
) Research Research ’ 0 x
Purchasing 3
/E”: EXE Development  » T
Admin »

Figure 83: Creating an item

The Edit Item window opens.

Because this is a Project item, the Folder and Owner Item options are selected
automatically.
The Folder check box gives the item Folder status, which does the following:

e  Makes sure the Project item appears in the Folders list.

* Allows the Project item to contain other items.
If an item is the Owner item, the item can be the parent item for other items.
Then the item’s title appears in the Owner Item Summary column of the Item
Grid when you view its child items. An item cannot be an Owner item unless

it also has Folder status.

#, Editltem o o
&
".\ Edit the item summary and details
Parent % Inbox - Attributes | People Date Time Value G4 ¥
—al tem Type EProject -] | Context |
N ¥ || Folder [ Owner Status -]
3 Recurence Friority -]
™ Progress Impact - J
Summary I " Tag
Tahoma - 85 & -
] About {3 Optons oK Cancel Help
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Figure 84: A Project item with Folder and Owner attributes

3. In the Summary field, type a title for the Project item. In this example, type

“Corporate Web Site.”
This image shows the Folder, Owner, and Summary fields.
[ @ Edit item =)
a7
b Edit the item summary and details
Folder and
Owner check . : y e
boxes Parent %, Inkox j Attributes | Pecple Date Time Value G
x\n@% HProject -] -] Context -]
W || Folder W [l Owner Status - J
¢ Recumence Priority - J
I Progress Impact - J
| Summary |C0rp0|ate Web Site ™ Tag
/Tahoma - las MBI USiZiZEMESERQ -
Summary
field
"__S:]ﬁbout |L§§Opﬁons | oK | Cancel Apply Help
Figure 85: Folder, Owner, and Summary fields
4. Click the Tag check box, and type a label or a category for this item.
Tip Tags help you keep items in your own categories. You can search for items and sort
them later by their tags.
This image shows the completed Tag field.
[ @ Edit item =)
Edit the item summary and details
Parent | %, Inbox j Attributes | People Date Time Value G4 P
ltem Type _EProject - J Context - J
v || Folder v [ Owner Status - J
¢ Recumence Priority - J
I Progress Impact - J
Summary |C0rp0|ate Web Site v |Irmanet|
. Tahoma ~ |85 H = i & —
Tag field. Use tags y
to categorize items —
and search by them
later. i
"__S:]ﬁbout |L§§Opﬁons | oK Cancel Apply Help

Figure 86: Tag check box and field
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Content field

Summary |Comorate Web Site vV Tag [Intranet
\Tahoma - |85 -/MB I US:ISi=EWESEH > —

Tip

5. In the Content field, type notes about the project.

This is a good place to write a summary of what the project will accomplish or
a list of the things you need for the project.

If you use key project words here, you can also search for words in the
Content field later.

This image shows a completed Content field.

# Editltem Ef X
@
!

Edit the item summary and details

j Attributes | People Date Time Value G4 P

Parent | % Inbox
ltem Type ’lerOJect—L| J Context ’—L| J
W || Folder W [l Owner Status ’—L| J
¢ Recumence Priority ’—L| J
[" Progress Impact = J

Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources, -
such as the company directory.

'__S:] About | ﬁgomions | oK Cancel Apply Help

Figure 87: Content field

You can format the text in the Content field, including changing the font and font size,
in the tool bar above the Content field.
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Attribute lists

6. Click the Apply button to save your changes so far.
7. Go to the Attributes tab and do the following:

* In the Context list, choose the context, such as Office.

* In the Status list, choose a status, such as Not Started or In Progress.

* In the Priority list, choose a priority, such as Highest, High, or Medium.

You can later filter and sort items by the properties you enter here.
This image shows these attributes.

In the Impact list, choose the item’s impact, such as Major or Critical.
(For descriptions of these attributes, see "About Item Types" on p. 85.)

-

# Editltem Ef X

Edit the item summary and details

Tahoma - |85 MBI U & := =[] H&® -

Parent | %, Inbox j Attributes | People Date Time Value G4 P
tem Type _EProject - J Context [l Office - J
¥ || Folder W [l Owner Status [7] Not Started - J
g% Recumence | > Priority = High - J
I” Progress Impact 3 Critical - J
Summary |C0rp0|ate Web Site V' Tag

Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources,
such as the company directory.

'__S:] About | ﬁgomions | QK Cancel Help

-

-

Figure 88: Attributes lists
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8. Click the People tab.

The Owned By, Assigned To, and Contact fields open.

You can use the People tab to determine who tracks this item (Owned By),
who is responsible for completing the item (Assigned To), and who the

contact for this item is (Contact).

This image shows the People tab.

Edit Item

"
&
h

Edit the item summary and details

Parent | % Inbox j At
ltem Type ’|;Prqec1—L| J
¥ || Folder W [l Owner
¢ Recumence
I” Progress

ttributes | People | Date Time \Value G4 P
Cwned By S, AmyAdmin J

l—_|J

Assigned To
Contact

Summary |C0rp0|ate Web Site
People fields — |

Tahoma - |85

-/lMB I U & :

H®

e
=
=

such as the company directory.

Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources,

-

"S_]About |£§Opﬁons | QK | Cancel Apply Help
Figure 89: People fields in People tab
9. Click the Date tab.
The Date fields open, as shown here.
#, EditItem Ef X
@
3 Edit the item summary and details
Parert |Q; Inbox j Attributes  People | Date | Time Value G4 P
ftem Type (=HProject - J ™ Start
¥ || Folder W [ Owner ™ Finish
3% Recurence I Deadine
@ Remindme | =
|Comorate Web Site W Tag
Date fields — Tahoma -85 -lMB I U 8 iZi= H O -
Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources, -
such as the company directory.
"S_]About |£§Opﬁons | QK | Cancel Apply Help
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Completed Date — | _

Figure 90: Date fields under Date tab

Use the Date fields to schedule the project on the Calendar and the Gantt

Chart. For example, do the following:

* Click the start check box and select the date the project is scheduled to

start.

¢ Click the Finish check box and select the date the project is scheduled to

be completed.
¢ Click the Deadline check box to enter the project’s due date.

This image shows the completed Date fields.

5 Edit Item

r = -

Edit the item summary and details

Tahoma - |85 -l B I U & := i= [v] £ H & -

Parent | %, Inbox j Attributes  People |Date | Time Value G4
ttem Type [EdProject  +] ¥ Stat [ 2/ 8/2013 3:00 AM ~] ﬂ
N W (2 Owner M Finish [ 3/29/2013 B00AM ¥
¥ Deadine | 3/29/201311:59 PM -l
@Remind me |~
Summary |C0rp0|ate Web Site V' Tag

Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources,
such as the company directory.

'__S:] About | ﬁgomions | QK | Cancel Apply Help

-

Figure 91: Completed Date fields
10. Click the Time tab.

Use the Time fields that appear to enter the project’s estimated, spent, and

remaining time.
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Note To set up the item’s recurrence, see "Scheduling Items on the Calendar" on p. 96.

This image shows the Time fields.

5 Edit Item
@
b

Edit the item summary and details
Parert | % Inbox j Attributes  People Date |Time | Value G4 P
ltem Type _EProject - J W' Time Estimated M 3. Days -
¥ || Folder W [ Owner W Duration M4 3: Days _~
¢ Recumence ¥ Time Spert 0 3: Days =
W Time Left 34 3 Days =

I” Progress

Completed /Summaw-/kiorpomte Web Site ¥ Tag
i i —] [
Time fields Tahoma - [a5 IMB 7 us =S

Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources,
such as the company directory.

1

-

'__S:] About | ﬁgomions | oK | Cancel Apply Help

-

Figure 92: Time fields

11. Click the Value tab, and enter the project’s cost information in the fields that
open.
This image shows the Value fields.

5 Edit Item
@
b

Edit the item summary and details

Attributes  People Date  Time |Value | G4 P

Parent | % Inbox j
ltem Type (=HProject - J W' Planned Value 40000.00 3: %

W Actual Cost 0.00 3: g
W Eamed Value 0.00 3: g

W || Folder W [l Owner

¢ Recumence

I” Progress

¥ Tag |Int|anet

|C0rp0|ate Web Site

Completed e o= e
Value fields / Tahoma - |85 -/l B I U & :=i= EEEH W —

Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources, -

such as the company directory.

'__S:] About | ﬁgomions | oK Cancel Help

-

Figure 93: Value fields

12. Click the Colors tab, and do the following:

*  C(Click the ForeGround and Background check boxes and select the
foreground (text) and background colors.
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Completed ]

Colors fields

The item shows these colors in the Item Grid, the Folders list, and the
Calendar. They can help you quickly identify this item in the workspace.

*  (lick the Child Foreground and Child Background check boxes, and choose
the foreground and background colors for any items that this Project item

owns.

These colors also appear in the Item Grid, Folders list, Calendar, and

Gantt Chart. They can help you quickly identify items associated with this

project.
This image shows the Color fields.

Edit the item summary and details

# Editltem Ef X
o
\._'

¥ Chid Foreground Il
¥ Chid Background |

¢ Recumence

Parent | %, Inbox j == People Date Time Value |Colors| L4 P
ltem Type _EProject - J W Foreground | |
¥ || Folder W [ Owner W Background -

Summary |Comorate Web Site vV Tag [Intranet

Tahoma - |85 -lMB I US:IZi=EWEEH® -

Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources,
such as the company directory.

'__S:] About | ﬁgomions | oK | Cancel Apply Help

-

-

Figure 94: Colors fields

13. Click the Links tab to see the Predecessor check box.

A Predecessor is an item, such as a task, that must finish before the next task

can start. When you link tasks in this way, they become dependencies. The

Gantt Chart shows dependencies between items by including an arrow linking

their task bars.
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14. To add a predecessor item to items that are not Folders or Projects, click the
Predecessor check box and find the item in the list that opens.

Note You cannot link a Project or Folder item to any other item.

This image shows the Predecessor field.

#, Editltem =y
@
b

Edit the item summary and details

Parent |i';lnbcu( j People Date Time Value Colors | Links | 4
ltem Type _EProject - J ™ Predecessor
W || Folder W [l Owner

. . Z-REtumence
You can link items

o Togress
to each other here. -
Summary |Comorate Web Site vV Tag [Intranet
Tahoma - |85 -/MB I US:ISi=EWESEH > —
Project: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources, -

such as the company directory.

'__S:] About | ﬁgomions | oK | Cancel Help

- v

Figure 95: Predecessor field in the Links tab

15. Click the OK button.
16. To see your Project item, go to the Item Grid.

This image shows the Item Grid with the new Project item.

Items | Gantt Chart 0 x
FAIL-E8-18 4 @-B]5Et 8- 4-d-6-[f 4 Tk
Item Type Summary Status Priority Context Progress

ﬂ Task Research Product Requirements

ﬂ Task create tasks and assignments

j Project Corporate Web Site J Mot Started = High Fl Office

New item in /
the ltem Grid

Figure 96: New item in the Item Grid

Notice that the item is yellow because that is color you selected in the Back-
ground field of the Colors tab when you set up the item.

Opening and  You can open and edit an item to change anything about it, such as its parent
Editing an Item  (owner item), status, or ptiotity. You might want to edit an item when priotities
shift, or to assign the item to a new user. Opening an item is the best way to edit it
when you need to change several things about it.
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Tip If you need to change just one or two things about an item, you can make the changes
in the Item Grid without opening the item. See "Using In-Place Editing in the Item Grid"
onp.72.

a To open and edit an item, take these steps:
1. Find the item in the Folders list or the Item Grid.
2. Double-click the item to open it.

The Edit Item window opens, as shown here.

4 Editltem B
[ o
\\ Edit the item summary and details
em Type ETask E E Attributes | Date  Time 4
Context =& [T [} Folder
Status E Q Priority = Medium E B
[] Progress Assigned To & Amysdmin E Q
Summary Testing Phase 1 [7] Tag
Tahoma - 85 -lMB I U & == iEEH W -
[
] About iy Options 0K Cancel Help

Figure 97: Edit Item window
3. Make any changes in the Edit Item window. See"Creating an Item" on p. 62
for specific instructions.

4. Click the OK button to save your changes.

Using In-Place  Using in-place editing, you can edit information about items in the Item Grid
Editing in the  itself, as long as the columns you need are visible. (To make certain columns visi-
ltem Grid  pe, see "Tailoring the Item Grid" on p. 52.)

This section explains in-place editing,
a To edit items in-place, take these steps:
1. Make sure you can see the item in the Item Grid.

g2 2. Click the Pencil icon in the tool bar, as shown here.

C||Ck the PenCil Items | Calendar  Gantt Chart ax
icon in the tool bar. —m- A2 L-8- 4§ @ [s]@lt 557 |- d-d-fi # s Filter By [ - s

tehh Type Summary Status Priority Context Progress

j Project Documentation |j Mot Started

j Project Reguirements Analysis |j Mot Started

j Project Development |j Mot Started

j Project QA Testing |j Mot Started

j Project Content Development |j Mot Started

) Event Project Kickaff [ Mot Started 50%

72



Working with Items and Item Types

Figure 98: Pencil Icon in the tool bar

3. Make changes to the items using the drop-down lists in the columns.

This image shows how.

L. Items | Calendar  Gantt Chart ax
Select a new Priority a8 2T BEB 1 8T b G- Ay Filter By [ - 1
USIng In-place edltlng Ttem Summary Status Priarity Context Progress
- Project L] Mot Started []
j Project Regquirements AnalysT |j Mot Started
j Project Development |j Mot Started
& project QA Testing ) NotStarted | — | ot
= Project Content Development [ d | = | Low
"9] Event Project Kickoff |j Not Started | = Medium 50%
= | High
£ | Highest

Figure 99: Using in-place editing

Your changes appear in the Item Grid.

Editing
Multiple Items’
Attributes in
the Item Grid

You can change the same attributes of several items at once in the Item Grid, as
long as the columns you need are visible. (To make the columns visible, see "Tai-
loring the Item Grid" on p. 52.) This way you don’t have to open each item just to
change one attribute. The following procedure uses the Status attribute to illus-
trate.

a To change an item’s attribute in the Item Grid, take these steps:

1. Select the items in the Item Grid by pressing Ctrl+L +A for all, or by pressing
Ctri+L and clicking each item to select it.

All the items are selected.

tems | Calendar  Ganft Chart ox
L2 0 8- 89 & [EEt iz 78 d - d % 8 anas Filter By [3] - e
Ttem Type Summary Status Priority | Context Progress

T Project Documentation

T Project Requirements Analysis

%] Event Project Kickoff 50%

T Project Development

= Project QA Testing

T Project Content Development

Figure 100: All Items selected in Iltem Grid
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2. Do one of the following:

that opens, and find the new status.

¢ (Click the Status i

con in the tool bar.

This image shows how to use the right-click menu.

Right-click in the
column, click Set

Status, and find the

new status.

The items now
have a status of

Not Started. ——— Pt Terojeer

Deleting Items
from Your
Projects

Note

O

Items | Gantt Chart o x
ZEAN-8-188 0 =]t -7 4 /d-d-r's A F
Ttem Type Summary Status Priority Context Progress
"] Task Draft Text for About Us Page ] Not Started £ High 30%
] Task Draft Text for Contact Us Page | | Not New R =
- N,
L_‘] Task Draft Text for Site Map Page ] Not. S R
"] Task Draft Text for Human Resources Pa ot
| Task Draft Text for Company DirectonsP% ®) Not Find Status » | InReview
) Task ] Not Copy CtrleC [ Not Started
Paste Ctrlsy T InProgre
&  Pendin
Move to Folder... = .
; Cancelled
W Delete Del i
@ Completed
Create In-Place Ctrl+F2
£ EditIn-PI F2 Action '
rl it In-Place
&[S E Research »
Bt D Purchasing  »
Print Preview v Development  »
3 E-Mailltem... Ctrl+E Testing N
Add to Calendar
(  Addto Outlook To-Do List.. Ctri+K
Locate In Folders ciel | & AmyAdmin
472 P4 Schedule Recurrence...
Pmit handled automatically through bank -
L [A Editkem..

Figure 101: Selecting Status from the right-click menu

The items show the new status, as shown here.

In the Status column, right-click the items, click Set Status in the menu

Items | Calendar  Ganit Chart ox
FAL-8- 9 - [Et -7 8- d-d- % 3 Analysis Filter By [~
Item Type Summary Status Priority Context Progress
T Project Documentation |j Mot Started
T Project Requirements &nalysis |j Mot Started
Development |j Mot Started
1 Project QA Testing | | Not Started
T Project Content Development |j Mot Started
) Event Project Kickaff | | Not Started 50%

Figure 102: Status changed for several items in the Item Grid

When you delete an item, the item moves to the Bin folder (the trash). If you

would rather keep the item active but store it away from your working folders,

archive it instead. See "Archiving Items" on p. 75 for instructions.

As long as you don’t permanently delete items by emptying the Bin folder, you can still

search for items you've moved to the Bin folder if you need to.

To delete an item, take these steps:

1. Find the item in the Item Grid.
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2. Right-click the item.

3. In the shortcut menu that opens, click Delete, as shown here.
Ttems | Calendar  Ganit Chart O x
A B S W @3 BT el - [P 33 Analysis Filter By [@) - - =
Item Type Summary Status Priority Context Progress
) Task Draft Text for 2 —aotStarted = High
ﬂ Task Draft Text for Mew * bt Started = High
. . B Task Draft Text for Set Summary... t Started = Medium
Flnd the Item‘ ] Task Draft Text for Find Summary... t Started = Medium
right-click it, and B Task Draft Text for tStarted = High
C“Ck Delete sk Draft Text for Copy Ll t Started — Low
) Paste Ctrl+V
Move to Folder...
Delete Del %
Create In-Place Ctrl+F2
£ Draft Text for About Us § & | EditIn-Place F2 o 5
/'[Z‘i-jﬂ]' Print » .
Tahoma = Print Preview 3 £ - Bl Task
@ E-Mailltem... Crl+E p Context
[E] | Addte Calendar Status [ Mot Started
[ | Addto Outlook To-Do List... Ctrl+K Progress
Locate In Folders Ctrl+L Atfributes
Date
P4 Schedule Recurrence... i Time
[ Editlem... 6 items P Network Mode | & AmyAdmin |
Figure 103: Deleting an Item
4. In the confirmation window that opens, click OK.
The item is moved to the Bin folder.
Archiving  To archive an item is to move an item to the Archives foldet. You can still search
ltems  for the item later if you need to, and it is not deleted, just stored outside of your

working folders.
O

To archive an item, take these steps:

1. Find the item in the Item Grid.

2. Right-click the item and select Move to Folder.

3.

P [

i, Move

Move item to the selected folder

-2 QA Testing -
&34 First Handoff to QA
= j Test Plans
ﬂ Testing Phase 1
[] Testing Phase 2
-{2] Documentation
= 'jj Content Development
(2] Draft Text for About Us Page
~ ] Draft Text for Contact Us Page
ﬂ Draft Texd for Site Map Page
) Draft Text for Human Resources Page
ﬂ Draft Text for Company Directory Page
Brsft—Fextforirtramyrals Page
1| Requiremerts Analysis
Project Kickoff

Archives
folder

m

Figure 104: Archives folder
4. Click oK.

The item is moved the Archives folder.

In the Move window that opens, click the Archives folder, as shown here.
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Setting Up the
Spell Checker

Spell-checking Items

You can let the Spell Checker check your text as you write in the Content pane,
Preview pane, or Quick Notes. This section includes the following topics:

m  "Setting Up the Spell Checker," this page
m  "Using the Spell Checket" on p. 77

m  "Clearing the Added and Ignored Words Lists" on p. 79

a To set up the Spell Checker, take these steps:

1. Click the Tools menu, and click Options.

The Options window opens.

The Spell Checker is active when you first use TaskMerlin, but this section
explains how to turn it off or on and set up its dictionary and language.

% Pl
o
Ayl

-‘/U‘! ‘:f Configure options

)

el fathom

Login
|| B84 TaskMerin User
s Configure default user login behaviour
i
Enable in-place editing for the ...
[ Folder View || Calendar View |7 Gartt Chart
Forts and Colors . .
__] kem Editor [ tem Grid [ kem Preview
";._J tem Template
Lq] Fitters I —— il
&3 Reminders |7 Specify M selected on login
) E-Mail
- @l Miscellaneous
] 'Q Windows User
+-| & Database
oK [ cance |[ Appy ][ Hewp
v

Figure 105: Options window

2. Click Database, and click Spell Checker in the list that opens.

™ =
- -
-,'\-
~ ) - T
.':;&15 4 Configure options
e fathom
Spell Checker
1] tem Editor |
Click Database, ';ii:;emp‘ate A& Corfigure the spell checking options
and click Spell .% Reminders
Checker. L rREWE Fil i
. Miscellaneous || Enable spell checking
',J Windows User Language: m
4l Database E—
~{3F General Dictionary; I:‘
o
E Olearthe Added Words List |
oK || cancel ][ emy ][ Heo
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Find a dictionary to
include.

Using the Spell
Checker

o =N

Figure 106: The Spell Checker options

To turn on Spell Checker, make sure the Enable spell checking box has a check
mark.

To choose a language, click Language and select one from the list.

The language provides the main dictionary the Spell Checker uses to verify
spelling. The default is English.

To use your own dictionary, click the button next to the Dictionary field, and
find the one you want on your system.

" e ===
‘;}::‘—'} Configure options
S fathom
Spell Checker

' Item Editor -
ttem Template Ay Configure the spell checking options

» Reminders
[ il
My Miscellarz
: g Windows User
=-{§ Database

_J Enzble spell checking

Language: |English >

--{gF General Dictionary: ChMyDictionary dict D
---ﬁ_\;\ Date and Time
..[wd] .

) e £ [ Gearthe Added Words Lis
.- [@] St b b
(2 E-Mail
i~ Outlook
___pf Recur and Repeat
- |24 Field Input

ABE Spell Checker -l

[ ok ][ cance |[ mepy |[ Heb

o

Figure 107: Adding a dictionary

In the confirmation window that opens, click OK.
To save your changes, click OK.
In the confirmation window that opens, click OK.

Click OK to save your changes and close the Options window.

When you turn on the Spell Checker, what you type in the Contents pane, the
Preview pane, or the Quick Notes window is spell-checked as you type. Mis-
spelled words are underlined with a red, wavy line.

As you type, you can correct words, tell the Spell Checker to ignore them, or add
them to the Spell Checker dictionary.

(You can later clear words you've added to the dictionary or chosen to ignore. See
"Clearing the Added and Ignored Words Lists" on p. 79.)

This section explains how to use the Spell Checker.
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a To use the Spell Checker, take these steps:
1. Open an item and go to the Contents pane in the Edit Item window.
i, Editltem L= [ 2 oS
[
‘x}\\ l Edit the item summary and details
fem Type ﬂTask lz‘ E] Attributes | Date  Time 4
Context lz‘ E] [E1 [} Folder
Status [Netstared  [+] [ Priarity = High ==
["] Progress Assigned To & AmyAdmin lz‘ E]
Summary Draft Text for Company Directory Page [7] Tzg
Tahoma - 10 -MB I US:ZiZMEEH S -
|
[ox ] o) o) o

Figure 108: Contents pane in the Edit Item window

2. Type your text. When you misspell a word, a red, wavy line appears under the

word.
i, Editltem =N X )
[
\\ Edit the item summary and details
tem Type [ Task E Q Attributes | Date  Time 4
Context =] & [C] 1) Folder
Status [inotStarted [+ (] Priorty £ High =] &
Misspelled word ~__ ] Progress AssignedTo | & Amyadmin |+ [
Summary Diraft Teot for Company Directory Page [] Tag
Tahoma 10 MBI US&ZEEMEERQ -

phone numbers.

o

Company directory page should includer a list of employees with their departments, managers, email addresses, and  »

Help

Figure 109: Misspelled word in Content pane

3. To fix the misspelled word, right-click the word and do one of the following

in the list that opens:

¢ To correct the word, choose the correct spelling.

* To add the word to the dictionary, click Add to Dictionary.

¢ To have the Spell Checker ignore the word, click Ignore All.
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Note

Correct the
word, add it to
the dictionary,
or add it to the
Ignored Words
list.

Clearing the
Added and
Ignored Words
Lists

O

If you click Add to Dictionary, the word is added to TaskMerlin’s default dictionary. If
you click Ignore All, the word is ignored but not added to the dictionary. In either case,
Spell Checker does not mark the word as misspelled until you clear these lists.

# Editliem ] )
o
oS Edit the item summary and details
fem Type ) Task E‘ E] Attributes | Date  Time 4
Corttext E‘ E] [E1[}} Folder
Status [ Not Started E‘ = Prorty = High E =
[”] Progress Assigned To & AmyAdmin E E]
Summary Draft Text for Company Directory Page [[] Tag
Tahoma ~ 10 EE g 9 -

- MBI U&=

Company directory pa ould inclug* T
phone numbers, include
includes
included
inclined

inclosed

Add to Dictionary
Ignore All

s

“—ir departments, managers, email addresses, and =

ok |[ Cameel ||

ooty | [ Hel

Figure 110: Correcting a misspelled word

4. Click Apply or OK to save your changes.

Added words are words you have added to the Spell Checker dictionary as you’ve
spell-checked text. Ignored words are words you’ve told Spell Checker to ignore.

To clear the Added Words and Ignored
1. To clear your Ignored Words list,

The Options window opens.

Words lists, take these steps:

click the Tools menu, and click Options.

C A 1Y ..w . B oo |
2 g
Configure options
fathom
TaskMerlin User
This section contains your
personal TaskMerlin user options
7] Calendar for this database.
----- {_J] Quick Notes
----- 485 Fonts and Colors
ltem Editor
ltem Template
aq Fiters
») Reminders
..... E-Mail
- Miscellansous
I:I---fg Windows User
(| § Database
QK | Cancel Apply Help
§ =
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Click Database
and click Spell
Checker.

Figure 111: Options window
2. Under TaskMetlin User, click Miscellaneous.

3. In the Spell Checker section, click the Clear Ignored Words button.

i i )
fathom
Miscellaneous
-8 TaskMerin User
; Login Q Corfigure miscellaneous TaskMerdin user options
Folder View
ltem Grid
= Calendar Dialog window cancelling
{_J Quick Notes
..... 85 Forts and Colors V' Esc key will cancel ¥ Wam on cancel
4| tem Editor
= tem Template
Fitters [ Prit button displays print preview window
») Reminders
----- E-Mail
-k Miscellansous Spel checker
D"'«Q Windows User Clear the lgnored Words list
[]---Ij Database
oK | Cancel Boply Help
- —————

Figure 112: Clearing the Ignored Words list

4. In the confirmation window that opens, click OK.

5. Click Database, and click Spell Checker.

—
a ——

-
g ]
- — -
Configure options
farhom
Spell Checker
.:"] ltem Editor =
ttem Template A& Corfigure the spell checking options

’ Fitters

Reminders
[ E-Mail

iy Miscellaneous
-,] Windows User

|¥] Enable spell checking

Language: | English =

Dictionary:

m

Clear the Added Words List |

(3

[ ok ][ Concd ||

dopy | [ Heb

&

Figure 113: Spell Checker option under Database
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. .
Click here to clear 192 Configure options
the Added Words = —
list. Spell Checker
&) tem Editor 74
tem Tempiate: A@ Corfigure the spell checking options
g, Fitters
:_ﬂ Wiscallansd [¥] Enable spell checking
L.,-l ‘Windows User Language: | English -
=g Database —
AH General Dictionary: I:‘

Renaming
Existing Item
Fields

6. To clear any words that have been added to the built-in dictionary, click Clear
the Added Words list.

Date and Time

Schedule : | M%]
o) Rules

Kj E-Mail
-{(» Outlook
Recur and Repeat
--\54 Field Input

n

[ ok [ cance |[ ooy

Figure 114: Clearing the Added Words list

7. Click OK in the Options window to save your changes.

Renaming Item Fields and Adding Your Own

Item fields are the names of fields you see as columns the Item Grid or fields in
the Edit Item window and Preview Details pane. For example, Completed Date,
Priority, Impact, and Progress are item fields.

You can give an item field a name that’s more meaningful to you. For example,
you can rename the My Reminder Date field to Remind Me On.

You can also add new fields by renaming the four undefined text and four unde-
tined numeric fields included in TaskMerlin.

Once you make changes to the fields, you can use them in the Item Grid as a col-
umn, add them to the Edit Item window or Preview Details pane, and search by
them by adding them to a filter.

This section explains how to do the following:

m  Rename existing item fields.

®m  Add your own item fields.

To rename an existing field, you replace the default name with your own. This
section explains how.
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a To rename an existing field, take these steps:

1.

Click Manage, and

Click the Manage menu, and click Item Field Names.

File  Edit
@ i Refresh g

View

then Item Field
Names.

2.

Scroll down to find
your field and click
its name.

Manage

Tools Help
User Profile...

All User Profiles...

Folders 2
Filters
= #
/ L2 — e Columns...
;| Contes
=&l S”Dr'; 3 Sorting..
:iDm Ttem Field Names..
Dra Customizable Types  »
ﬂ Dra .
1 Library...
. e mage Library.
« [ il - g
Filters | Month View ox
Ml M
All Ttems
My Items
Amy's Pending Tasks
To Do Today
High Priority Tasks

Figure 115: Manage Menu, Item Field Names option

In the Manage Item Field Names window that opens, scroll down to find the

field you want, and click the field.

i, Manage Item Field Names

X

.@ Customize the names of the item fields

Original Name
Folder
Foreground
Has Predecessor
Impact
Item Type
LoginUser
Modified By
\ Modified Date
¥
Notify Date
Number Field 1
Mumbar Fiald 7
My Reminder Date
My item reminder date

New Name

[ ok ][ cancel

I

Help

)

Figure 116: Manage Item Field Names window
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Type the new
name in the col-
umn at right of the
original name.

Adding Your
Own ltem
Fields

3.

In the New Name column, type your new name for the field.

For example, type “Remind Me On.”

i#, Manage [tem Field Names l 8 &J
.@ Customize the names of the item fields
Original Name New Name -
older
Has Predébegsor
Impact
Item Type
LoginUser
Modified By
Modified Date
# |My Reminder Date Remind Me On
Notify Date
Number Field 1
Rlusmb ar Siald 3 =L
My Reminder Date
My item reminder date
[ ok [ cencel |[ Heb |

Figure 117: New name for the item field

Click OK.

If the Item Grid, Edit Item window, or Preview Details pane already uses this
tield, the new name appears in these places automatically.

To add the item to the workspace now, do one of the following:

To use the field as a column in the Item Grid, see "Tailoring the Item

Grid" on p. 52.

To add the renamed field to the Edit Item window, see "Tailoring the

Edit Item Window" on p. 21.

To add the item to the Preview Details pane, see "Tailoring the Preview

Details Pane" on p. 47.

To use the field in a filter, see "Creating Your Own Filters" on p. 39.

To use the original name again, repeat these steps, but delete the name from
the New Name column.

The item field uses its original name again.

You can use the four unnamed text fields and four unnamed number fields to add
your own fields to your workspace.

A text field uses words in the field. For example, the Tag field is a text field,
because you can type any words you want to there.

A numeric field uses numbers only. Time Estimated and Planned Value are num-
ber fields, for example, because you can use only numeric values in them.

This section explains how to add these types of fields. Once you add them, you
use them the same way you use TaskMerlin’s built-in fields.
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a To add your own fields, take these steps:

1. Click the Manage menu, and click Item Field Names.

File Edit View | Manage | Tools Help
& @) Refresh | & | User Profile..
All User Profiles...
Folders -
/@ L@e Columns...
BEES”;E’_; i3 Sorting..
:l—“ Drai Ttem Field Names...
o Customizable Types  »
Cll(d:k :Vlinl?gel g g: Image Library...
and click Item 1. —= - -
N < m +
Field Names.— |
Filters | Month View Oox
= M
-3 Al ltems
~E High Priority Tasks
Figure 118: Manage Menu, Item Field Names option
2. In the Manage Item Field Names window that opens, scroll down to find
Number Field 1 or Text Field 1.
This image shows the blank Text fields.
#, Manage Item Field Names P [
()  customize the names of the item fields
o
Original Name New Name -
Priarity
Progress
Recurrence Date
Repeats
Start
Status
. Text Field 1 =
Text fields 1-4 —put Text Feld 2
Text Field 3 il
Text Feld 1
User defined text field 1
[ ok J[ cancel |[ hHep |

Figure 119: Unnamed text fields
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Type the new
name for the
field here.

About Item
Types

Adding Item
Types To
TaskMerlin

3. Click one of these fields, and type the name for it in the New Name column.

i, Manage Item Field Names l ? iz-]
.@ Customize the names of the item fields
Qriginal Name New Name -
Priority
Progress
Recurrence Date
\ Repeats
[T~ Start
s
Summary
Tag
F | Text Field 1 Department] =
Text Field 2
Text Field 3
Tavt Fiald 4
Text Feld 1
User defined tex field 1
[ ok J[ cancel |[ Hep |

4.

Figure 120: New name for an unnamed text field

Click OK.

* To add the field as a column in the Item Grid, see "Tailoring the Item

Grid" on p. 52.

e To add the field to the Edit Item window, see "Tailoring the Edit Item
Window" on p. 21.

e To add the field to the Preview Details pane, see "Tailoring the Preview
Details Pane" on p. 47.

* To use the field in a filter, see "Navigating Items Using Filters" on p. 33,
and "Creating Your Own Filters" on p. 39.

Creating and Managing Item Types

This section explains the following:

"About Item Types," this page
"Adding Item Types To TaskMerlin" on p. 85
"Editing or Deleting Item Types" on p. 87

"Changing Default Item Types" on p. 88

An item type is a template for items of that type. For example, the item type Per-
son can be the template for an item representing someone who works on the

project, even if that person is not a TaskMerlin user, and the item type Task is the
template for any task in the project.

When you add an item type, you create a new template for items. You can create
item types that help you group types of information in your projects. For exam-
ple, you can create an item type called Meeting Notes, and then create an item
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based on the Item Type of Meeting Notes every time you want to type minutes
from a meeting;

Tip Spend some time exploring TaskMerlin's default item types. That way, you won't

duplicate an existing item type with one you create.

Use this procedure to add an item type to TaskMerlin.

a To add an item type, take these steps:

1.

Click Manage, click
Customizable Types,
and click ltem Type.

Click the Manage menu, point to Customizable Types, and click Item Type.

A MyTasks - TaskMerin
File Edit View | Mansg

&) Refrech | &

Figure 121: Manage Item Types menu

The Manage Item Type View window opens.
Click the New button.

The New Item Type window opens.

New Item Type l 2 iz-]

“I;} Configure tem Type details

Details

Mame Image IZI

Create as a folder by default

| Cancel | | Help |

-

Figure 122: New Item Type window

In the Name field, type the name for your item, such as “Milestone.”

In the Image list, scroll through the list to find the image that best represents

the name.

To make each instance of this item a folder, click the Create as a folder by

default check box.
The Create as an Owner item by default check box appears.

Any items that are folders appear in the Folders list automatically and can be

Owner items for other items.
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6. To allow the item type to own other items, click the Create as an owner item by

New item type

default check box.

This image shows how to complete the New Item Type window.

New Item Type l 2 iz-]
i‘} Configure ltem Type details
Details
Name  Milestone Image IZI
| Create as a folder by default
| Create as an owner item by default
[ ok J[ cancel |[ Hep |

Figure 123: Completing the New Item Type window

Click OK.

Your item appears in the list of items in the Manage Item Type View window.

Click OK.

To learn how to customize this item, see the next section.

You can edit or delete an item type in these ways:

Change the item type’s name, icon, or folder status.

Create or delete a shortcut for the item type. (You can get to a shortcut from
the right-click menu under New. Adding a shortcut for an item type means
that you can create an item of that type quickly.)

Remove the item type from the workspace altogether

This procedure explains how to do these things.

attributes
7.
8.
Editing or
Deleting Item -
Types
[ ]
]
(m]
1.
Click Manage,

click Customiz-
able Types, and
then click ltem

Type.

To edit or delete an item type, take these steps:

Click the Manage menu, click Customizable Types, and click Item Type, as shown

# MyTasks - TaskMerlin - — - — - = |5
File Edit View | Manage | Tools Help
@ Refresh | & UserProfile.. %) Tip of the Day @ ~
All User Profiles..
Folders _ Items | Calendar  Gantt Chart ax
: Ftes ‘ -~ =T = -
gaueam | Z20-8-13 8 0-B]x5]t ¢is-i7-[d- - F[dh Anysis Fitter By [3)- =
£ Content o Item Type Summary Status Priority Context Progress
® {8 Sorting. .
.\j Dra| ] Task Draft Text for About Us Page. | NotStated S High
SR2| | e Field Names ] Task Dreft Text for Contact Us Page (] Not Started = High
-8 e Customizable Types o T ¢t for Site Map Page [ Not Started &= Medium
£ ors h ¢t for Human Resources Page [] Not Started = Medium
8o Image Library.. Context.. it for Company Directory Page [) Notstarted  E High
- = = s Status... ot for Intramurals Page [ NotStarted = Low
Priority...
Filters | Month View ax Impact.

Figure 124: The Manage Item Types menu
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Select the
item type you

want to edit. »

Tip

Changing
Default Iltem
Types

2. In the Manage Item Type View window that opens, select the item type you
want to edit.

i#, Manage [tem Type View @Iﬁ
1) Customize your tem Type view
A
New - [7] Edit fg] Delete Shortcut | [ # § Default kem Type
5 Task EiTesk [=]
f Note Default Folder Type
() Appointment Folder
Action
Folder Default Project Type
-1 Project EProject [+]
+ » Information Default Calendar Type
-y Everts 8] Event
#- » Research ] lz‘
- Purchasing
Hep Development
4y Admin
View full tem Type list
T .

Figure 125: Selecting an item type to edit

To expand all lists in the Item Type list, click the arrow to the right of Delete Shortcut,
and click the Expand/Collapse icon that appears.

If you do not see the item type in the list, click the View full ltem Type list link at the
bottom, and, in the window that opens, select the item type and click the Edit button.

3. In the Edit Item Type window that opens, do one of the following:

¢ To change the item type’s properties, change the name, the image, or the
item type’s Folder or Owner status, and click OK.

e To delete the item type, click the View full Item Types list link, select the
item in the list that appears, and click the Delete button.

If you delete an item type that existing items use, these items are reset to
the default item type of Task.

4. Click OK when you have finished.

To change the default attribute for an item type is to change the default item type,
folder type, project type, or calendar type. For example, the default item type is
the item type that opens when you select the Create a new item button in the item
grid. By default this item type is Task. You can change it to Note or some other
item type. You can do the same for folder types, project types, and the item type
that appears by default when you add an item to the Calendar.
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a To change the default types, take these steps:
1. Click the Manage menu, click Customizable Types, and click Item Types.

The Manage Item Type View window opens. The default item types appear
on the right, as shown here.

i#, Manage Item Type View li‘éj
\‘\‘b(\ Customize your ltem Type view
Q.
New - 7| Edit ] Delete Shorteut | 52 4 & Default hem Type
1 Taske B Tesk =]
Default item types I S Defauit Folder Type
: {2 Appointment ) Folder

g Action

i Folder Default Project Type

- & Project FProject [=]
+ Information Default Calendar Type

E: Events m] Event E

Research
Purchasing
Development
Admin

Wiew full ftem Type list

[ ok J[ cancel J[ mey J[ e

Figure 126: Default item types

2. Do one or more of the following:
¢ To change the default item type, click the Default Item Type list and select a
new item type.

¢ To change the default folder type, click the Default Folder Type list and
select a new folder type.

¢ To change the default project type, click the Default Project Type list, and
select a new project type.

* To change the default type for the Calendar, click the Default Calendar Type
list and choose a new calendar type.

3. Click the OK button.

Adding and Editing Item Type Attributes Values

An item type’s attributes help define an item by priority, context, impact, or status,
or other attributes. In this way, the attributes help you classify the item in relation
to other items. For example, you can have two Project items, but for one, the Pri-
ority is High while the other is Medium. You can sort items in the Item Grid by
their attributes and create filters based on these attributes.

When add or change the values for an attribute, those values become available for
every item of that item type.

This section includes the following topics:

m  "Existing Item Attribute Values" on p. 90

m  "Adding Attribute Values" on p. 90

m  "Editing Attribute Values" on p. 92
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Existing Item
Attribute
Values

Adding
Attribute
Values

m  "Deleting Attribute Values" on p. 94

The following table shows the values that each item attribute includes by default.

Attribute

Purpose

Default Attribute
Values

Context

To define a location or activity

Computer
Online
Home
Office
Calls
Errands

Status

To define the progress of the
item

Not Started
In Progress
Cancelled

Completed

Priority

To rank the task by importance

Lowest
Low
Medium
High
Highest

Impact

To define the effect the item has
on a project

Trivial
Minor
Moderate
Major
Critical
Extreme

When you add an attribute value, you can do so for the attributes of Context, Sta-

tus, Priority, Impact or other attributes. These values become available the next

time you create an item.

As an example this procedure uses the example of adding values to the Status

attribute.
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(m]

Click Manage, click
Customizable Types,
and click Status.

The new status
type is “In Review.”

To add a value to the attribute of Status, take these steps:

Click the Manage menu, select Customizable Types, and select Status.

This image shows how.

@ Refresh | & | UserProfile...

All User Profiles...
Folders

File Edit View | Manage | Tools Help

%, Tip of the Day @ ~

tems | Calendar Gantt Chart

. ———[@ Filters . Po—
AR s ZAIN-B-13 @ -l|3]t 8- [H-4-d- | 3 Ay
| . . Ttem Type Summary Status Priority
- i3 Sorting.. -
] Task Draft Text for About Us Page [] Mot Started = High
Item Field Names... £ Task Draft Text for Contact Us Page [) Not Started = High
Customizable Types Jtem Type.. 5t for Site Map Page [) Mot Started = Medium
- st for Human Resources Page [] Mot Started = Medium
Image Library... Context... 5t for Company Directary Page [ NotStarted £ High
Q : o : Status... b ot for Intramurals Page [ NotStarted = Low
Priority...
Filters | Month View o x Impact...

Figure 127: Select Status

In the Manage Status View window that opens, click the New button.

The New Status window opens.

In the Name field, type a name for this status.

In the Image list, choose an image to match the name.

To mark complete any items with this status type automatically, click Com-

pleted/Closed Type.

This image shows a completed New Status window.

-

New Status

5} Configure Status details
Details

Name  In Review

7] Completed/Closed type

[ ok

| [ cancel |[ Hep

-

Figure 128: Adding a status
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New Status type [®

Editing
Attribute
Values

O

6. Click the oK button.

The new Status type appears in the Manage Status View window, as shown

here.

i#, Manage Status View

[ =

Customize your Status view

New - [7] Edit f] Delete Shorteut | 2] 4+ @
g

[ Mot Started
%, In Progress
-k Cancelled

& Completed

» Action
» Research
-y  Purchasing
» Development
» Testing

View full Status list

Default Status

Checked Status

& Completed lz‘

[ ok [ canesl ||

Aoply | [ Hel

Figure 129: New Status type

The next procedure explains how to edit any existing attribute value.

To edit an attribute’s values is to change the value’s name, image, or Completed/

Closed status, or to add or delete a shortcut for it. This procedure explains how to

edit the Status attribute values, but you can use this procedure for any attribute.

To edit an attribute’s values, take

1. Click the Manage menu, click Customizable Types, and select Status.

these steps:

The Manage Status View window opens.

# Manage Status View

[ =

| ‘Q Customize your Status view

[@ New - [ Edit §] Delete Shorteut | =] & B

[ Mot Started

% In Progress
-] Cancelled
= @ Completed

Action
Research
Purchasing
Development
Testing

E-E-E-E-E
rvrv v

View full Status list

Default Status

Checked Status

& Completed lz‘

Help

Figure 130: Manage Status V

iew window
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Add a shortcut

for the type. \ Stetus

2. Click the value you want to edit, and click the Edit button.

If you don’t see the value in this window, click the View full Status list link to
open the full list, and then select the value and click Edit.

For example, click the In Progress type, and click Edit.

The Edit Status window opens, as shown here.

Edit Status [
5} Configure Status details
Details
Name  In Progress Image | lz‘

7] Completed/Closed type

[ cancel |[ Hep

-

Figure 131: Edit Status window

3. Do one or more of the following:

¢ In the Name field, change the status type’s name.
e In the Image list, choose a new icon.

¢ Click the Completed/Closed type check box to determine whether giving an
item this status closes the item.

Click the OK button to return to the Manage Status View window.

5. To assign or remove a shortcut for this value, do one of the following:

e To make the value a shortcut so that users can get to it in the right-click
menu, click the New button arrow, click Shortcut, and select the value from
the list that opens, as shown here.

i#, Manage Status View &Iﬁ
[ ® ) )
1y Customize your Status view
S
New ~|[7| Edit f] Delete Shorteut | (] 4 # Default Status
Shortcut » -D »
Folder Category E-Op *» ||} | Acceptance Testing
Separator Oq-Re » |[3) | Analysis
B
. Re-Z » [ | Approved
iy Action L | Cancelled
+- » Research =
+- p Purchasing @ Closed k
4~y Development & Completed
-y Testing [@  Construction
[@ | Deferred
View full Status list 42 | Design
oK [ Cancel J[ meev ][ Hep
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Click Delete _—1

Shortcut.

Figure 132: Adding a shortcut

To delete a shortcut, click the item in the list, and click Delete shortcut.

i#, Manage Status View

P |

[@ New - 7| Edit |&] Delete Shorteut || =] 4+ 8
™

Customize your Status view

f In Beview

| Net Started

% In Progress
lgf] Cancelled
= @ Completed

Research
Purchasing
Development
Testing

Action

3

Wiew full Status list

Default Status

Checked Status
@ Completed

[

l

ok [ Cancel ]|

aopy [ Help

Figure 133: Deleting a shortcut
6. Click OK.

You and other users see these changes the next time you log in to TaskMerlin.

To delete an attribute value is to remove that value from the options users have
for that attribute. For example, if you delete the value Not Started from the Status
attribute, users can no longer use Not Started when assigning a status to an item.

Click the Manage menu, click Customizable Types, and select the attribute, such

3. In the window that opens, click the attribute value, and click Delete, as shown

Deleting
Attribute
Values
a To delete an attribute value, take these steps:
1.
as Status.
Click the View full Status list link.
here.
i#, Manage Full Status List l D |
Click the ~
attribute \L‘@ Configure the full Status list
and click e
Delete. L (2 -

(@l Investigation
[ Invoiced

#% MNext Action
[ Mot Started
ﬂ Opened

=y Ordered

& Paid

Figure 134: Deleting an attribute value
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4. In the confirmation window that opens, click OK.
5. Click Close.

The value is deleted and users can no longer assign this value to items.

A Project Manager’s Guide to Setting Up Projects

Assume that you are the project manager for your company’s Web site. You've
just been given the task of planning the site and building a team to design and test
it. Here’s how you can use what you’ve learned in this chapter to set up the project
in TaskMerlin.

1. Create a Project item and name it “Corporate Web Site.”

Don’t forget to set up its start and finish dates. See "Creating an Item" on p.
62 for specifics.

2. Create a Context type called “Corporate.” See "Adding Attribute Values" on
p. 90. Then, assign the new Context value to “Corporate,” to let everyone see
that this is a project that everyone in the company can use.

3. Set up the project’s folders. Create four Folder items with the Project item as
their parent. Name the folders “References,” “People,” “Tasks,” and “Mile-
stones.”

4. In the People folder, create five People items. Tag each one with the role in
the project, such as “Web designer,” “QA tester,” “Content writer,” “Project
Manager,” and “Stakeholder.”

These People items represent the people who are involved in the project.
5. In the Tasks folder, create the high-level tasks for this project, such as “Write
content,” “Design interface,” “Test site,” and “Generate project reports.”

6. Create a new item type called “Milestone.” The Milestone type can represent
the major phases of the project. See "Adding Item Types To TaskMerlin" on
p. 85.

7. In the Milestones folder, add the project’s milestones, such as “Phase 1:
Design,” “Phase 2: Content development,” and so on.

8. To add TaskMetlin users and their permissions to the project, read "Managing

Users and User Permissions" on p. 148, and then read the section "A Project
Managet’s Guide to Managing Users and Permissions" on p. 176.
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CHAPTER 5. USING THE CALENDAR
The Calendar is the place to schedule your tasks and appointments.

This chapter includes the following topics:

m  "About the Calendar," this page

"Setting Options for the Calendar" on p. 102

"Integrating Outlook with the Calendat" on p. 107

"Viewing the Calendar by Day, Week Or Month" on p. 111
"A Project Manager’s Guide to Using the Calendar" on p. 112

About the Calendar

You can use the Calendar to schedule your work and see your schedule for a day, a
week, or 2 month at a time.

This image shows the Calendar in Week view, plus the buttons and tabs you can
use to manage your schedule. The rest of this chapter explains how to schedule
items and use these tools.

Items tab for
I|St Of Scheduled\‘ Items | Calendar | Gantt Chart X
items & [A | ~ [# - &} - | % - [H~  28January - 01 February. 2013 -
: 28 Monday |29 Tuesday |30 Wednesday |31 Thursday 1 Friday -
/ 2] 15/3an Corporate Web Site 22/Mar @[] E
Y (32440 /( Functional Requirements Specification 11/Feb
05 7
Calendar task g
buttons 0o
SChedUIed project 10 7 £ interview QA Applicant
occurring over ”
several days or =
weeks. —
5
Scheduled tasks 01 00 ] Review Marketing Materals
; — |
and meetings Gl
Scrollbar —___ J» "
~—
04 _\
05 @ \
— | S
4 LIS 4

Figure 135: Calendar in Week View

Scheduling Items on the Calendar

You can schedule an item on the Calendar either when you create it or after you
create it. When you schedule the item, you can also set its recurrence or any
reminders for it.

This procedure explains how to do this.
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a To schedule an item on the Calendar, take these steps:
1. Do one of the following:

¢ For an existing item, find the item in your folders, open it, and click the
Date tab in the Edit Item window.

* For a new item, create the item, and click the Date tab.

The Date fields open, as shown here.

4 Editltem B
A
\-Q\\ Edit the item summary and details
em Type ETask E Q Attributes | Date | Time 4ar
Context =& Start
Status =] & Finish
Progress Deadiine
Review Marketing Materials Tag
Date fields —fTahoma -85 -MB [ US S @F&EtEyg S -
Tl About | [ Options [[ok ][ cancel |[ sy |[ ek

Figure 136: Date fields under Date tab

Tip You can create an item from the Calendar itself. First, select the cells in the Calender
where you want to schedule the item, right-click, and click the New button.
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2. Click the start check box, and select the start date and time in the field that

3. Click the Finish check box, and select the task’s completion date and time.

opens.

4. In the Deadline field, type a due date and time.

If an item has a due date, it appears on the Calendar on that date, regardless of

its scheduled start and finish dates.

Using a deadline also triggers the Overdue By option. With this option, you

can see how far overdue an item is in the Item Grid if it wasn’t completed by

the due date.

This image shows the completed Date fields.

Item scheduled

on the Calendar — |

i#, Editltem 5 [
[ s
\:\ Edit the item summary and details
kem Type B Task lz‘ Attributes | Date | Time 1
Context [~] Start 1/31/2013 100PM  [F+
Status [~] Finish 1/31/2013 200PM [+
[7] Progress [] Deadiine
(4 Benindre |
Review Marketing Materals [7] Tag
Tahema - 85 ~-MB I USISiEMEELY -
Tisbos (T | = | =

Figure 137: Completed Date fields
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Item Recurrence
options

Tip

5. Click the Apply button.

6. To have the item recut, click the Recurrence button.

If you don’t see the Recurrence button, you can add it. See "Tailoring the Edit
Item Window" on p. 21.

The Item Recurrence window opens.

i, Item Recurrence D
o)
“a Schedule item Recumence
Details | Options
[ Review Marketing Materials
Recurence pattem
@ None
Recur every 1 eeks
Recuron days of the | Week
Recur on completion, after 1 Jecks
Saturday . February 02,2013
8 No end date
End after |10
End by Tuesday , February 12,2013
This item will not recur
Feset [ ok J[ cancel ][ Hep

Figure 138: Item Recurrence window

Here you can determine how often the item recurs, and whether the

recurrence depends on the item’s Completed status. You can also determine

how long the item recurs, and which properties are reset when the item

recurs.

7. In the Recurrence pattern section, do one of the following:

¢ To make the item recur regularly, regardless of its Completion status, click
the Recur Every option, and choose the number and Days, Weeks, Months,
or Years. For example, choose 1 Weeks.

¢ To make the item recur on certain days of the week or month, click Recur
on days of the and choose Week or Month. Then set the rest of the fields for

this option.

To choose more than one day or month, click the days or months in the lists, one at a
time.

e To link the item’s recurrence to its Completed status, click Recur on
completion after and choose the number and Days, Weeks, Months, ot Years.
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This option makes sure a task doesn’t appear on the Calendar again until a
user marks it Complete the previous time.

8. In the Range of recurrence section, choose a start date for the range, and
choose a finish date, or leave the No end date option checked.

This image shows completed Recurrence fields. In this example, the item
recurs once a month.

i, Ttem Recurrence P |
)

y' Schedule ltem Recumence

Item recurring

Details ions
monthly Oot

[ Review Marketing Materials
Recumence pattem

) None

) Recurondaysofthe  Week

) Recur on completion, after 1 = | Weeks

Range of recumence

Start:  Saturday . [EEEREGA 02, 2013 B~

@ Mo end date
() End after |10 | occumences
@ Endby Monday |, December 02, 2013

This item will recur on Saturday, March 02, 2013.

Resst [ ok | Caneel |[ e |

Figure 139: Item recurring once monthly
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9. Click the Options tab.
The Options fields open, as shown here.

i, Item Recurrence P |
N
‘>“ Schedule item Recumence
Py

Details | Options

Recurming ftem Options

Reset Status Createitem 0 || daysinadvance
Reset Content
[] Reset Assigned Ta

[ Recurin specified folder

Recuring ftem Summary Options

[ Specify Summary

This item will recur on Saturday, March 02, 2013

Feset [ ok J[ cancel ][ Hep

Figure 140: Item Recurrence options

Here you can set the item’s behavior once it recurs, how many days it appears
on the Calendar ahead of time, and in which folder it recurs. You can also
determine what appears in the Summary field on the recurring item.

10. In the Recurring Items Option section, do the following:

e To reset the Status for each instance (from Completed to Not Started, for
instance), click the Reset Status check box.

* To clear the text in the Content field when the item recurs, click the Reset
Content check box.

e To clear the Assigned To user, click Reset Assigned To.

* To have the item recur on the Calendar before its recurrence date, choose
a number from the Create item days in advance field.

* To make the recurring item appear in a certain folder, click Recur in
specified folder, and choose a folder from the list that opens.
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Setting Recur-
rence options

11. In the Specify Summary field, type the summary for each recurrence of this
item.

* To add a sequential number to each recurrence, type $SEQUENCE either
before or after the summary.

e To add the recurrence date in the Summary field, type $DATE there too.

This image shows how.

i, Item Recurrence &&J
'
%’ Schedule item Recumence
Details | Options
Recurming ftem Options
Reset Status Create tem 5| |+ days in advance
_» Reset Content Recurin specfiied folder

Reset Assigned T
[ Res signed 1o 2 Corporate Wwieb Site E

A

Recuring ftem Summary Options

Specify Summary

*You can specify the Summary for the nexdt recuring item below. The
recurence date can be included with SDATE and the sequence
number with SSEQUENCE.

Summary Review Marketing Materials SSEQUENCE

Sequence |1 =

This item will recur on Saturday, March 02, 2013

Feset [ ok J[ cancel |[ hHep |

Figure 141: Setting Recurring Summary Field options

12. Click the OK button.
The Edit Item window appears.

13. To set a reminder for this task, click the Remind Me button, and choose an
option from the list.

To set your own reminder time, click Customize from the list that opens, and
choose a date and time.

14. Click the OK button.

Your item appears on the Calendar on the date and time you specify.

Setting Options for the Calendar

You can customize how the Calendar appears by setting the following options:
Calendar Start and End days of the week

Working days of the week

Default folder for items created on the Calendar

The amount of time each time slot represents (15, 30, or 60 minutes)

Whether to see completed items in the Calendar

Which icons to show on each item in the Calendar
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O

Calendarfield
options

m  How reminders work
To set your Calendar options, take these steps:
1. Click the Tools menu, and click Options.

The Options window opens.

% —— 20
Configure options
fathom
Login
-84 TaskMerlin User
-’ s Configure default user login behaviour
3 Enable in-place edting for the
i -+ Quick Notes [ Folder View [ Calendar View [7] Ganit Chart
85 Forts and Col 2 s
& Forts an o ] tem Grid [C] ktem Preview
T8 Fmiiders [7] Specty selected on login
~{] E-Mail
P Miscellaneous
(-2 Windows User
E1-{§| Database i
oK || Cancel |[ oy | Hew

Figure 142: Options window

2. Click the Calendar option in the TaskMerlin User list.

The Calendar fields open, as shown here.

e — m— m— — e =
;f‘ -
Configure options
fathom
Calendar
- & TaskMerin User
El Configure the Calendar options
—i
The folder where calendar items will be created Lines in item box
I ] Calendar =l [ E
Show completed items within the calendar
" | Show week numbers in the month grid
¢ Reminders Show images for
-] E-Mail i
-, Miscellaneous _:'{' tem Type
!,-' Windows User
| Database [7] Status [Z] Assigned To |
[ ok |[ amcel |[ Moy ][ Hep

Figure 143: Calendar field options

3. In the first list, choose a default folder for items you create on the Calendar

itself.

This folder contains any items you schedule that you don’t assign to other

folders.
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4. To see items whose status is Completed within the Calendar, make sure the

Number of the
week for this 4

year

Icons representing

an item’s attributes,
such as Status and
Priority

Show completed items within the calendar check box is checked.

bers in Month grid.

This image shows how that looks.
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Figure 144: Numbers of week in the Month view of the Calendar

This image shows an item with Reminder, Recurrence, and Assigned To

icons.

S

E] Review
Marketing
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El Interview Q& &
Applicant

Materials

4{ 1:00 PM-2:00 PM Review h

Figure 145: Icons on a Calendar Item

7. Click Apply.

Your changes appear in the Calendar immediately.

To see the week number for the year in the Month grid, click Show week num-

In the Show images for section, click the check boxes for the icons you want
to see on each item in the Calendar.
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8. To set up how reminders work, click Reminders under TaskMerlin User.

Click Reminders

to open the
Reminders <

fields.

10.

11.

Click Schedule
to open the
Schedule fields.

The Reminders fields open.

E-Mail Default snooze period Moming start ti
«ai Miscellaneous = N e
0 = - 12:00 AM
Windows User fipdes

1 Display popup above other windows
Date and Time

Schedule =

When a new reminder is due ...

= — N
i . LB [
Configure options
fathom
Reminders
ltem Editor | :
| ttem Template Q Configure the item reminder options

[ Show only list tab in popup

me

( Outlock [¥] Displaypopup  [| Emailme  [| E-mail assignee [ E-mail owner
Py R d Repeat
4 Recurand Reps . .
eld Input Run this program:
Spell Checker i
ok | [ Cencel |[ ey |[ He

o

Figure 146: Reminders options

In these fields, do the following:

¢ Set the snooze time and the morning start time.

* Set up whether to receive pop-ups and what TaskMerlin does with pop-

ups.
* Choose a program to run with the reminder.
Click OK.

Your changes to the Calendar options take effect immediately.

Click Database, and click Schedule in the list that opens.
The Schedule fields open.

1

= 2 — —
ﬂ — |—I—J@ L .
Configure options
fathom
Schedule
] tem Editor T
tem Tempiate E’ Corfigure the scheduling options forthe Calendar and Gantt Chart
—t
} & First day of week Time scale Default time unit
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; Database First work day Workc start time Units value
\gifl General |Mnnday - BODAM | & & Minutes
Last work day Work end time
3 [Friday -] 500 FM |2
Recur and Repeat [¥] Calculate folder dates and duration
Field Input
- 48F Spell Checker e
[ ok [ cance ][ ooy ][ Heb

Figure 147: Calendar Schedule options
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12.

13.

14.

In the First Day of the Week list, choose the day of the week that you see on
the left side of the Calendar. For example, choose Sunday.

In the First Work Day list, choose your first workday of the week, such as
Monday.

In the Last work day list, choose the last workday of your week, such as Fri-
day.
When you designate your workweek with these days, days not in this range

appear dimmed in the Calendar. However, you can still schedule items on
these days.

For example, in the following image, the user has chosen the workdays of
Monday through Friday, but a First day of the week of Sunday. So the
Calendar in Week view begins on Sunday, but Sunday and Saturday are
dimmed because they are not designated as workdays.

Days designated as

Calendar | Gantt Chart
ZE0 - H- @ E-

27 Sunday |28

Tems X

27 January - 02 February, 2013
29

Monday Tuesday |30 ‘Wednesday | 31  Thursday 1 Friday 2 Saturday -

non-working days —_|
appear dim in the
Calendar.

T =] 15/3an Corporate Web Site 22fMar il [ = 5\
< _1 24/Jan Functional Requirements Specification 11/Feb 5‘
08 A ‘.
"
09 00 \\
10 00 \ Elmterview QA &
I \ Applicant

T

ElReview &Pyl
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Materials

m

15.

16.
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Figure 148: Calendar Showing Working and Non-Working Days
In the Time Scale list, choose the amount of time each cell represents. You
can choose a range from 5 minutes to 60 minutes.

The Calendar in the above image uses a range of 30 minutes, so each cell
represents a 30-minute block of time.

In the Work start time and Work end time fields, set the length of your work-
day.

Hours beyond this time frame appear dim. However, you can still schedule
items here.

In the Default time unit list, choose Minutes, Hours, Days, Weeks, Months, Years,
or Units.

What you choose here appears by default when you select a Time field, such
as Time Estimated.
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Configuring
Outlook in
TaskMerlin

O

18. In the Units value list, choose a value. This value applies if you choose a
default time unit of units.

19. Click Apply, and click OK to close the Options window.

Integrating Outlook with the Calendar

You can make sure your TaskMerlin calender and your Outlook calendar show the
same schedule by copying items from one calendar to the other.

Integrating Outlook with the Calendar includes these processes:

m  "Configuring Outlook in TaskMerlin" on p. 107

m  "Copying Items From Outlook to TaskMetlin" on p. 108

m  "Copying Items from TaskMerlin to Outlook" on p. 110

To configure Outlook for TaskMerlin’s Calendar is to determine how TaskMerlin
handles linking between Outlook and TaskMerlin for items and attachments. It
also includes setting up notices for changes in either calendar.

To configure your Outlook settings, take these steps:
1. Click the Tools menu, and click Options.

The Options window opens, as shown here.

= m— — — — T
% —— 0
,:,;!‘i,l_-} Configure options
= fathom
Legin
=& TaskMeriin User

’ 3 Corfigure default user login behaviour

-[EZ| Folder View

= ftem Grid

¥ Calendar Enable inplace editing for the

| {_J Quick Notes [T] Folder View [[] Calendar View [] Gantt Chart

Fartts and Col =
ansEad;nr - 1] hem Grid 7] ttem Preview
ltem Template

1. Fiters e g i
Reminders [C] Specty |item ~ | selected on login

3 E-Mail

-l Miscellaneous
g, Windows User
- @ Database
[ ok |[ canced |[ My |[ Hep

Figure 149: Options Window
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2. Click the plus sign next to Database to expand the list, and click Outlook.

Click Outlook under

Database to open
the Outlook fields.,

Copying Items
From Outlook
to TaskMerlin

7.

The Outlook fields open, as shown here.

H - - - lil—‘:—hJ
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il [¥] Create hypedinks for Outlook items
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~{&) Date and Time | Prompt before adding tem to the Outiock To-Do List or Calendar
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[¥] Create hyperinks for Outlook item attachments

=
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4 Recur and Repeat

-~ |52 Field Input

-4gF Spell Checker =

0K || Cancel || Apply [ Hep

Figure 150: Outlook options

To include a hyperlink to the item in Outlook in the Content area of the item,
make sure Create hyperlinks for Outlook items is selected.

To allow hyperlinks to attachments in items copied from Outlook, make sure
the Create hyperlinks for Outlook item attachments check box is selected, and
select a folder for storing the attachments from Attachment Folder field.

To receive a notice every time you are about to add an item to Outlook’s To
Do List or Calendar, make sure the Prompt before adding item to the Outlook To-
Do List or Calender check box is selected.

To receive a notice every time you copy an Outlook item to a cell other than
its original time, make sure the Prompt to move pasted items to the selected Cal-
endar cell is checked.

Click OK.

You can copy and paste items between Outlook and TaskMerlin by using either
drag-and drop, or by using the Ctrl-C and Ctrl-vV commands. If you use the com-
mands, you can copy the item to a different date and time than its original Out-
look date and time.

The procedures in this section explains how to use either method.

To drag and drop items from Outlook to TaskMerlin, take these steps:

1.

Make sure TaskMerlin is open.
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2. Open Outlook, and go to the Outlook Calendar.
3. Tind the item in the calendar you want to copy, and click and drag it to the
TaskMerlin calendar.

karen@write2help.com - Microsoft

% Projects and Tasks - TaskMerlin

Help

Find the
appointment

in Outlook. x

Tasks: 0 Active tasks, 0 Com||
=

View Nerton Adobe PDF File Edit View Manage Tools
o[22 week .{;zjl @ @ Refresh =] Quick Notes | 4 Setup Wizard T Tip of the Day @ -
8 Month -
Jork Open Items | Calendar | Gantt Chart
leek [ Schedule View | Calendar | — ) =
— vanage § || 2B - Q& & @ -[[3]4 & [ - & - o P - H]- Fiter By [F]- 09 - 11 February, 2013
9 Saturday |10 Sunday. |
4 v February 10 - 1 A 15/3an Corporate Web Site
2 24/3an Functional
10 11 12 Da = 04/Feb Content
= 07/Feb 08:00 AM Corporate Web Site
g o
90
00 Doctor
10 Appt
11 00
12 pm R

1 item selected

Figure 151: Dragging an item from Outlook to TaskMerlin

The item appears on the Calendar and in the Items list, as shown here.

New item
brought over

tems | Calendar  Gantt Chart X
F2L-8- 08 0 -3t §is-7- 8- d-&-F 4 Analsis Filter By [T - -z
Item Type Summary Status Priority Context Progress

ﬂ Task Interview QA Applicant

ﬂ Task Review Marketing Materials

from Outlook in
the Items list

Caution

O

/ I@ Appointment Doctor's Appt

Figure 152: Calendar Items List

If the item on your Outlook calendar changes, you must copy the item again or
manually change the properties in the TaskMerlin calendar.

To copy and paste items from Outlook to TaskMerlin, take these steps:

1.

Make sure TaskMerlin is open.
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Copying Items
from
TaskMerlin to
Outlook

O

Right-click the
item and click

Add to Outlook
Calendar.

Caution

Open Outlook, and go to the Outlook calendar.
Find the item you want to copy in the calendar.

Click the item and press Ctrl-C.

A e S

To copy the item to a new time slot in TaskMerlin, click the cell in the Task-
Merlin calendar, and press Ctrl+V.

6. In the confirmation window that opens, click OK.

This window appears depending on how you’ve configured Outlook in your
Options window.

The item appears on your calendar in the time slot you selected.

7. To paste the item to the Calendar using the item’s Outlook date and time,
press Ctrl+V.

The item appears in the TaskMerlin Calendar and items list.
If you create and schedule an item in TaskMerlin, you can move it over to Out-
look to keep both calendars current.
This procedure explains how.
To copy an item from TaskMerlin to Outlook, take these steps:

1. Find the item in your TaskMerlin calendar.
2. Right-click the item, and select Add to Outlook Calendar. This image shows

how.
Iems  Calendar | Gantt Chart X
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Figure 153: Selecting the Item to Copy to Outlook

3. In the confirmation window that opens, click OK.

The item appears on your Outlook calendar.

If you update the item in either TaskMerlin or Outlook, you must update the item on
the other Calendar manually.
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Viewing the Calendar by Day, Week Or Month

When working in TaskMerlin, you can see your Calendar by day, week, or month.
In this way, you can override your Calendar options settings if you need to.

O  To change the Calendar view, take these steps:
1. Click the Calendar tab to see the Calendar.

2. To use the Month View tab, click the Month View tab on the left side of the
Calendar, and select the period you want to see.

Filters | Month View 0 x
& = | [H [H @ H @ =
Select the
dates in the 4 February 2013 >
Month View,\ Su Mo Tu We Th Fr Sa
27 28 20030 31 i[ 2]
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 1 2
3 4 5 6 7 8 9
Figure 154: Selecting days to see in the Month View pane
The dates you select appear in the Calendar pane, as shown here.
®
|+ 30 January - 05 February, 2013 |
1 L F Sat a Sun 4 Han 5 Tus
Corporats Web Site 22mar M &
Functional Requirements Specification 11/Feb &
- Functional &
The days
youselect appear
here... here.

B |

) intarvaew &
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Apgeant.

10 11 12 13 14 15 16 = Review "yl
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Figure 155: Selected days on the Calendar
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3. Use the navigation buttons above the Calendar pane to move through the Cal-
endar.

For example, click the View time period button.

This image shows how.

ltems | Calendar | Ganit Chart X

Z28- 48 @[] @ % i~ Q- Py AE-FikerBy - | TG February. 2013 -
Scroll through the 11 Monday |12 Tuesday 13([H Today Thursday |15 Friday -

f B = 15/1an LOIP B | This week 2/Mar = &
El:%lseg %?Jitgilg ’ O ||* _ B | Thisfortnight | content [13
' 08 T IE‘ This menth
08 AM
09

10 90 (D opoctor's Appt &) &

4 |

Figure 156: Navigation buttons in the Calendar pane

A Project Manager’s Guide to Using the Calendar

1. Schedule the milestones and tasks you set up in the previous chapter. See
"Scheduling Items on the Calendar" on p. 96.

2. Set up your preference for the Calendat’s appearance. See "Setting Options
for the Calendat" on p. 102.

3. Configure the Calendar’s settings for Outlook. See "Configuring Outlook in
TaskMerlin" on p. 107.

4. Use the Calendar navigation tools (the Month View tab and the navigation
buttons) to work through the project’s schedule. "Viewing the Calendar by
Day, Week Or Month" on p. 111.

112



Using the Calendar

113



Using the Gantt Chart

CHAPTER 6: USING THE GANTT CHART

Tool bar >

List of items in

the Gantt Chart —pm-

Task bars of

scheduled items — |

Scroll bar

This chapter covers the following:
"About the Gantt Chart" on p. 114

m  "Navigating the Gantt Chart" on p. 114
m  "Scheduling Items and Setting Dependencies on the Gantt Chart" on p. 117
m  "A Project Manager’s Guide to Using the Gantt Chart" on p. 121

About the Gantt Chart

A Gantt Chart is a type of bar graph that illustrates a project’s schedule. By cap-
turing the start and end dates of tasks within a project, the Gantt Chart shows the
work breakdown structure (WBS) of the project. TaskMerlin Professional Edition
provides a Gantt Chart you can use to track your projects.

Navigating the Gantt Chart

Any item you create appears in the Gantt Chart, depending on your settings for
the Gantt Chart pane. This section explains how to move around the Gantt Chart
pane.

To navigate the Gantt Chart, take these steps:
1. To open the Gantt Chart, click the Gantt Chart tab.

If you don’t see the Gantt Chart tab, make sure you are using the Professional
Edition of TaskMerlin. If you are, click the View menu, and click Gantt Chart
to open it.

The Gantt Chart opens, as shown here.
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Figure 157: Gantt Chart

By default, the Gantt Chart shows all items, but items without scheduled dates
don’t have task bars in the chart.
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2. To see items by their date properties, click the Show by date button in the tool

Show by

date button —T]

bat.

ltems  Calendar | Gantt Chart

ZAB- 38 & Bt f-b-ad-r

Summary

e porate Web Site

4 Januar
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L
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Figure 158: Show items by date

3. Do one of the following:

* To see items with a Start date, Finish date, or Duration, click Show only
items with a Start, Finish, or Duration.

Items with none of these properties disappear from the Gantt Chart.

* To see items with Start or Finish dates but without Duration, click Show

only items with a Start or Finish.

Items with or without Duration and without either a Start or Finish date
disappear from the Gantt Chart.

e To see all your items in the Gantt Chart, click Show any item.

The Gantt Chart shows all items regardless of date or Duration settings.

4. To see the Gantt Chart by a time period of days, weeks, or months, click the
Change time line button on the tool bar, and click Days, Weeks, or Months, as

shown here.

Items Calendar | Gantt Chart

AR - 4

Change time —]
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M

= (2] Corporate Web Site
|2] Development
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Ja|l

Mvi &l - Py P - [H- Filters [T -
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@221
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Figure 159: Change time line button

The Gantt Chart shows the time line by the period you’ve chosen.
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5. To select specific dates for the Gantt Chart, select the date range in the Month

Click dates in the
Month View tab
to change the
date range in the
Gantt Chart.

Click the
View time
period button.

_—

View tab.

To see dates for the selected item and its sub-tasks only, press the Ctri+L keys
as you select dates in the Month View tab.
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Figure 160: Set dates using the Month View tab

To see items scheduled for a relative time period, such as today or this week,
click the View time period button on the tool bar and click Today, This Week,
This Fortnight, ot This Month, as shown here.
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Figure 161: View time period button
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Click the Filters
button to choose ]

a filter.

Click the Show criti-
cal items button to
highlight these items
with a red task bar.

To see only items in one folder, click the folder in the Folders list.

To see items using a filter, click the Filters button in the tool bar, and click the

filter you want, as shown here.
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Figure 162: Filtering items in the Gantt Chart

ton.

To highlight items with an impact of Critical, click the Show Critical Items but-

The Gantt Chart highlights items in the critical path through the project with

a red task bar.
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Figure 163: Critical items in the Gantt Chart

Scheduling Items and Setting Dependencies on the Gantt Chart

This section includes the following topics:

m  "Managing Schedules in the Gantt Chart," this page
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Managing
Schedules in
the Gantt
Chart

Tip

Click the item’s
task bar to
change the start
and end dates.

m "Setting Item Dependencies” on p. 119

An item’s Start date, Finish date, and duration determine where items appear in
the Gantt Chart. You can add or change these dates by opening and editing the
item, which is explained in "Opening and Editing an Item" on p. 71.

This section however, explains how to do the following within the Gantt Chart

itself:

m  Change the item’s start and end dates at the same time.

Change the duration.

[
m  Change the item’s progress.
[

Schedule items and change the dates or duration in the Gantt Chart, without

opening the item.

To schedule items in the Gantt Chart, take these steps:

1. To open the Gantt Chart, click the Gantt Chart tab and find the item.

If you don’t see an item in Gantt Chart because its dates are out of view, press Ctrl

and click the Item in the list of items.

2. To change the item’s start and end dates, click and drag the item’s task bar to

the new date range, as shown here.
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Figure 164: Click and drag the entire task bar to change the date range
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3. To change the item’s duration, click and drag the right side of the task bar, as

Click and drag the —__|

right side of the
task bar to change
the duration.

shown here.
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Figure 165: Drag the right side of the task bar to change the duration

4. To change the item’s progress, click and drag within the item’s task bar.

To change the
item’s progress,
click and drag the
within the item’s
task bar.

Setting Item
Dependencies

The task bar shows blue in the task bar, as shown here.
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Figure 166: Click and drag within the task bar to change the

successor) can start.

progress

A dependency is a connection between tasks. Usually, a dependency indicates that
work on one task (the predecessor) must finish before work on the next task (the

In a Gantt Chart, an arrow between dependent tasks connects them.
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To create a dependency, you link a task to a preceding task. You can do this when

you create the item, but you can also do it in the Gantt Chart itself. This section
explains how.

Before you begin, make sure both tasks are not designated folders. Folder items,
such as projects, cannot be linked to any items in the Gantt Chart.

a To create a dependency between tasks, take these steps:
1. In the Gantt Chart, select the first item.
This item acts as a predecessor to another item.

2. In the tool bar, click the Link selected item to successor button, as shown here.
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Figure 167: Create a dependency between items
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Items linked in

Gantt Chart \ A B- 3 W @-lal ¢+ § H-|8-|&@ & -FPul ¥ -[H- Fiters @~ (5 Corporate Web Site -

3. Click the item you want to link the first item to.

In the Gantt Chart, an arrow shows the dependency between items, as shown
here.
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Figure 168: Linked items in Gantt Chart

4. To remove the dependency and unlink the items, click the second item, click
the Link item to successor button, and click Unlink predecessor from selected
item.

The arrow between the items disappears.

A Project Manager’s Guide to Using the Gantt Chart

The Gantt Chart is a key component of managing your projects in TaskMerlin. It
provides a big-picture view of a project’s progress. Now that you’ve set up the
project “Corporate Web Site,” you can schedule its tasks in the Gantt Chart.

Here is your roadmap for setting up and using the Gantt Chart for your project.

1. Create tasks and projects with Start and Finish dates and deadlines so you can
track them in the Gantt Chart.
Track a project’s progress, deadlines, and dependencies in the Gantt Chart.

3. Update tasks’ dates and deadlines in the Gantt Chart.
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CHAPTER 7: MANAGING PROJECT DOCUMENTS

Setting Up
Quick Notes

This chapter includes the following topics:

"About Documents," this page

"Using Quick Notes to Capture Information" on p. 122
"Adding Documents to Items" on p. 126

"E-mailing Items" on p. 132

"Importing Items" on p. 133

"Exporting Items" on p. 135

"A Project Managet’s Guide to Managing Documents" on p. 137

About Documents

A document is any file, such as a Word or Power Point file, you can add to Task-
Merlin. You can either import and embed these files a OLE objects, or you can
link to their location from TaskMerlin.

Another type of document is a Quick Note, which is a TaskMerlin item you can
use for jotting outside of an item. You can later save the notes as an item or create
items from these notes.

A third type of document is the TaskMerlin item itself.

This chapter explains how to add, manage, and e-mail all types of documents in
TaskMerlin.

Using Quick Notes to Capture Information

Quick Notes is a way to add information to TaskMerlin before you create an item
for it. You can use Quick Notes to take meeting minutes, for example, and then
later store the minutes as part of a project. You can even create items from Quick
Notes text as you write.

Before using Quick Notes, you can set up how Quick Notes works in your work-
space, which is explained next.

To set up Quick Notes to is determine how Quick Notes behaves in your work-
space. You can determine the following:

m  Whether you see the Quick Notes window when you open TaskMerlin

m  Whether you keep the Quick Notes window on top of all other windows,
including windows outside of TaskMerlin as you work

m  Whether you see the first blank space in Quick Notes when you open it
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(m]

Click the Quick
Notes button.

Click the Options
button.

To set up Quick Notes, take these steps:
1.

Click the Quick Notes button above the Folders list, as shown here.

&

VA,

(@ Refresh |l | Quick Notes || # Setup Wizard

LEBE-Ee 8-S

----- _1 Test Plans

----- ] Testing Phase 1

----- [] Testing Phase 2

| | Documentation

Content Development

----- ] Draft Text for About Us Page

----- ] Draft Text for Contact Us Page

----- ﬂ Draft Text for Site Map Page

----- [] Draft Text for Human Resources Page
----- ﬂ Draft Text for Company Directory Page
----- [5] Draft Text for Intramurals Page

T Requirements Analysis

----- _1 Functional Requirements Specification
&3 Handoff to Development

a3 Initial Requirements Gathering

Project Kickoff

Figure 169: Quick Notes button

The Quick Notes window opens.

In the Quick Notes window, click the Options button.

This image shows how.

=| TaskMerlin Quick Notes l = 23|
Microsoft Sans Serif - 825 -MB I U S == 5 H &
[J Clear H“E: Options d; l 0K H Cancel Help
1

Figure 170: Options button
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Quick Notes
options

Using Quick
Notes

3. In the Options window that opens, do one or more of the following:

* Select Display the Quick Notes window on login.

* Select Display the Quick Notes window above all other windows.

* Select Scroll to the end when opened.

This image shows the Quick Notes Options window.

-

A T |
:.("\.
:‘.f;} ‘:{ Configure options
‘:“'t fathom
Quick Notes
=& TaskMerlin User
g \_'/ Configure the Quick Motes options
—
Display the Quick Motes window on login
/| Display the Quick Motes window above other windows
| Scroll to the end when opened
[ ok || cancel |[ Ay |[ Hep
Figure 171: Setting options for Quick Notes
4. Click OK to save your changes.
The Options window closes. See the next section to learn how to use Quick
Notes.
When you use Quick Notes, you can save your notes in Quick Notes, but you can-

not save several versions of Quick Notes. For best results, use Quick Notes to
capture information without opening an item, and then create items to categorize

and store the information.

This procedure explains how.
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Quick Notes
button

Type your notes

here.

Use these but-
tons to format the

text.

To use Quick Notes, take these steps:

1. Click the Quick Notes button above the Folders list, as shown here.

@ @ Refresh || ] Quick Notes || #: Setup Wizard

- [] Testing Phase 1

----- [] Testing Phase 2

Documentation

Content Development

----- ] Draft Text for About Us Page

- [5] Draft Text for Contact Us Page

= |j Draft Text for Site Map Page

----- [] Draft Text for Human Resources Page
----- ﬂ Draft Text for Company Directory Page
----- [5] Draft Text for Intramurals Page
Requirements Analysis

_1 Functional Requirements Specification
&3 Handoff to Development

&3 Initial Requirements Gathering
Project Kickoff

JET I
—

Figure 172: Quick Notes button

The Quick Notes window opens.

Here you can enter notes or take meeting minutes before saving the

information in your TaskMerlin files.

2. Type your notes.

You can change the font size, color, or type, and format the text in other ways
using the tool bar at the top, as this image shows.

-
=| TaskMerlin Quick Notes

Microsoft Sans Serif “IE -HlMB I U & ==

Guick Motes is a good way to capture information i
have time, you can sort through your notes and

For example., f you see your boss in thy
can go back to your desk and typ:
can go back and create tasks#Rd assignments for the project later |

& items for them

ediately, without having to file it ight away. Once you

lway and she adds a project to your already crammed schedule, you
ur initial ideas in Quick Motes without intemupting what you're doing. “ou

HGJ: Options J [ 0K ]l Cancel H Apply

I lj Clear

J{

Help

Figure 173: Quick Notes window with Notes
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Select the text,
right-click and click

This image shows how.

can go back to your desk and type you

can go back and TeEEYerre

Create Item(s).

ype youriniial ideas in Quick N
5nd assignmests

ot It

lotes without interupting what youte doing. You

Undo

Cut

Copy

Create Itam(sﬁ
Paste

Paste Special...
Insert Object...

Ctrl+Z

Ctrl+X
Ctrl+C

Ctrl+V
Ctrl+Shift+V

Object Properties...

W Delete

Clear All
Print

Print Preview
Find

Find Again
Replace
Select All
Hyperlink

Format

Ctrl+F
F3
Ctrl+H

Ctrl+A

tems | Calendar | =] TaskMeriin Quick Notes = |
& [2] 1~ B -l Microsoft Sans Serif K -MB I USIEEEFESEL S -
Irem Type Summ | [Quick Notes is a good way lo capture information immediately. without having to file i right away. Once you

B Task Resed | [nave time, you can sort through your notes and create items for them

[ Task creatd | |For exampls, f you see your boss in the haltway and she adds a projsct to your already crammed schedule, you

Help

Figure 174: Creating an item from Quick Notes text

5. To see the new item now, open the Inbox.

New item in the ~—al

Inbox

6. To clear the Quick Notes window, click Clear.

This image shows the new item in the Item Grid.

The item Summary (title) is the same as the text you selected.

Items | Calendar

Gantt Chart

VA,

b-B- S0 -]

Tt 3574 d-d-[f 8

Item Type
ﬂ Task
ﬂ Task

Summary

Research Product Requirements

create tasks and assignments

Status

Priority

Context

Progress

Figure 175: New item from Quick Notes in the Inbox folder

To save your notes without closing the window;, click Apply, and go to the next
step. Otherwise, go to step 7.
To create items from your Quick Notes, select the text, right-click, and choose
Create Items.

You can continue to write in the Quick Notes or close it to move on to other

things.

7. 'To save your notes and close the window, click OK.

Adding Documents to Items

You can add external documents, such as Word files, to items by either embed-
ding them or linking to them. You can create the document as you add it, or add
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Tip

Creating and
Adding
Documents to
TaskMerlin

(m]

an existing document. The procedures in this section explain how to do the fol-
lowing:

m  Create and add a document to TaskMetlin at the same time.

®  Embed or link an existing document to TaskMerlin.

m  Hyperlink a TaskMerlin item to an existing document or another item.

The applications on your system determine the type of documents you can create and
add to TaskMerlin. For example, if you do not have a mind-mapping application, you
cannot add a mind-mapping document to TaskMerlin.

If you need to create a document at the same time you add it to TaskMerlin, you
can do so by embedding the document as you create it. If you want to link a doc-
ument instead of embedding it, it is best to create the document first and then
embed it. See "Linking or Embedding Existing Documents" on p. 128 for
instructions.

To create a document and add it to an item, take these steps:
1. Open the item in TaskMerlin.
2. In the Content pane, right click, and select Insert Object.

The Insert Object window opens, as shown here.

Insert Object — S

" Create New
File: Cancel

(% Createfrom File  |C:\Users\Karen NG\Documents

Browse... I~ Link

Iv Display As lcon

Result
Inserts the contents of the file as an object into

P ™ your document so that you may activate it using
E the program which created it. It will be displayed
as an icon.

o %

Figure 176: Insert Object window
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3. Click Create New.
In the Object Type list, select the document type, such as Bitmap image.
5. To see an icon of the document in the Contents pane, click Display as icon.

This image shows how.

Insert Object . ... @
e
* Create New -
Microsoft Equation 3.0 = Cancel

™ Create from Fil Microsoft Excel 57-2003 Workshest
& rom Fis Microsoft Excel Binary Workshest

Display As Icon Morosch Broel Chart o
option Vicrosoft Excel Workerest PP 1V Display As leon

Microsoft Graph Chart i

I
Result

Inserts a new Adobe Acrobat Documert object Acrobat

P ™ into your document. |k will be displayed as an Document
E icon.
Change Icon...

Figure 177: Display As Icon check box

Tip You can change the icon by clicking Change icon and choosing a new image.

6. Click oK.

The document appears as text or an image in the Contents pane of the item.

Linking or  You can add existing documents from your computer to TaskMerlin by either

Embedding  linking to them or embedding them in the item.

Doix:élnntg To link to a document is to create a shortcut to the document from within the
TaskMerlin item. If you must store the document outside of TaskMerlin and you
update it periodicals, linking is the best option, because the link always points to
the current version of the document.

To embed the document is to copy the document into TaskMerlin. This is the
best option if you do not need to store a copy on your computer or if the docu-
ment does not require updating,

a To either link or embed an existing document, take these steps:

1. Open the item in TaskMerlin.
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2.

Path to the
document appears
here.

In the Content pane, right-click, and select Insert Object.

The Insert Object window opens, as shown here.

Insert Object -

S

" Create N
= e File:

|C:"-.Users"-.Karen NG‘\Documents

Browse... I~ Link

{* Create from File

Result
Inserts the contents of the file as an object into
P ™ your document so that you may activate it using
E the program which created it. It will be displayed
as an icon.

Cancel

Iv Display As lcon

B,

JERET

o

Figure 178: Insert Object window

Click the Browse button and navigate to the document.

The path with the document name appears in the File field of the Insert
Object text box, as this image shows.

Browse... I~ Link

Result
Inserts the contents of the file as an object into
P ™ your document so that you may activate it using
E the program which created it. It will be displayed
as an icon.

Insert Object - [&_J
0K
" Create N
= e File: Adobe Acrobat Cancel
{* Create from Fil | Projects'omorateWeb Site TestPlan pdi

Iv Display As lcon

Adobe Acrobat
Document

Change Icon...

o

%

Figure 179: Path to document in Insert Object text box

To create a shortcut to the document only, click the Link check box.

To embed the document, leave the Link check box cleat.

To show an icon, instead of text only, of the document type in the item, click

the Display as icon check box.

Otherwise, leave this check box un-checked.

Tip

You can change the icon by clicking Change icon and choosing a new image.
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New document in
Content pane

Using
Hyperlinks To
Items and
Documents

(m]

6. Click oK.

An image or text label of the document appears in the Content pane of the

item, as this image shows.

#, Edit ltem o
am
\\ Edit the item summary and details
Parent |g\,’ Inbox ﬂ Attributes | People  Date Time VWalue C 4 F
ftem Type HProject - J Context (i Office - J
W | Folder W L Owner Status [NotSared = .|
¢ Recurrence Priority = High - J
I~ Progress Impact &3 Critical -] |
Summary |Cnrpn|ate Web Site v Tag |Irmana¢

- 85

-l B I U &= i=[] iEE

H 9 -

s the company directory.

Acrobat
Document

%) About :”E Options

N ahoma i
Pq@ct: Develop a corporate intranet that will indudes pages of information about each department as well as corporate resources, »

ok | ay | Hep |

Cancel |

Figure 180: Image of document in Content pane of item

Instead of embedding or linking documents in items, you can create a hyperlink
from text in the item to the document itself. You can also hyperlink items to other
items. This section explains how.

To hyperlink items to items or to external documents, take these steps:

1. Open the item to create the hyperlink from.
. e Content pane, select the text to use as the erlink, and click the blue
2. In the Content pane, select the text to use as the hyperlink, and click the bl
H button in the tool bat.
This image shows how.
i, Editltem [ =
T
IS l Edit the item summary and details
Select the text
and click the H — .
(Hyperllnk) Parent [ inbaxc j Attributes | People Date  Time Value G4 P
button in the tem Type FProject -] Cortent # Office -]
tool bar S| ¥ i Foider % [ Owner Status CiNotStrled  ~] -
I ™ Recurrence Priority £ High - J
™ Progress Impact 23 Critical - J
Summary |Comporate Web Site ¥ Tag [intranet
Tahoma - B5 -MlB I U & == ﬂr\\‘f} -
Project: (NI Re Tl ehrathat will indudes pages of information about each department as'Wiell as corporate resources,
such as the company directory,
] About ':vaomlons 0K Cancel Apply Help
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Linking text to another

Figure 181: Selecting text to hyperlink

The New Hyperlink window opens, as shown here.

#, New Hyperlink l P S

O/JO Link to a web page. file. or TaskMerlin tem

Hyperink description

[Develop 3 coporste rtranei] Jie'
Hyperink details

You can choose to enter an Intemet URL or a file name on your
computer in the Address field, or select a TaskMerin item in the ltem field.

(+ Address J
" lkem Open Hyperink

Cancel | Help |

[ o 1

Figure 182: New Hyperlink window

In the Hyperlink description field, change the name of the hyperlink if you

need to.

Do one of the following:

* To link to a document outside of TaskMerlin, click the Address option,
click the Folder icon, and navigate to the document on your computer.

¢ To link to another TaskMerlin item, click the Item option, and navigate to

the item in the list that opens.

This image shows how.

#, New Hyperlink l P S

O/JO Link to a web page. file. or TaskMerlin tem

L. Hyperink description
TaSkMerlln item P | Develop a corporate intranet ﬂ
Hyperink details

can choose to enter an Intemet URL or a file name on your
in the Address field, or select a TaskMedin tem in the tem field.

" Address

o A - |

* tem

Cancel | Help |

[ o 1

Figure 183: Linking text to another item

131



Managing Project Documents

New hyperlink in
Content pane

5. Click OK.
The new link appears in the Content pane, as this image shows.
# Editltem o
F] y
\'\\ Edit the item summary and details
Parent | % Inbox ﬂ Attributes | People Date Time Value C
ftem Type HProject - J Context £l Office - J
W | Folder W L Owner Status [NotSared = .|
¢ Recurrence Priority = High - J
Progress Impact 23 Critical - J
Sdqmary |corporate Web Ste v Tag [Intranet
- 85 -MB I US::==FWiEEHLHD -

such as the company directory.

) About £ Options

OK

Cancel |

Apply

Project: Develop a corporate intranet| that will indudes pages of information about each department as well as corporate resources, =«

Help

Figure 184: New hyperlink in Content pane

E-mailing Items

You can e-mail items to any TaskMerlin user as long your user account includes
permissions for e-mailing. The users you send items to must have user accounts,
but they don’t have to be active users. For example, if you want to e-mail a project

stakeholder who does not use TaskMerlin, you can set up an account for the

stakeholder with a login status of No Login. The stakeholder can receive e-mails
but cannot access TaskMerlin. Setting up users and e-mail is explained in "Manag-
ing Users and User Permissions" on p. 148.

This procedure explains how to e-mail items.

To e-mail an item, take these steps:

1. Find the item in the Item Grid.
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Ctrl+E

2. Right click the item and select E-mail item.

The New Message window opens, as shown here.

-

5 New Message l = &1
j Corporate Web Site
From: | J
To: | j J
cc: | = ]

Subject: |TaskMerIin [#25: Corporate Web Site]

Message |

Summary for #25: Corporate Web Site
COwned By: AmyAdmin

Type: Project

Assigned To: AmyAdmin

Status: Not Started

Priority: High

This project will set up the company’s intranet and designate teams to manage it.

™ Attach item Send | Cancel Help

-

Figure 185: New Message window

In the From field, select a uset.

In the To field, choose a user.

You cannot send this item to someone who is not set up as a TaskMerlin user.
In the CC field, choose a user to include in the message.

In the Subject and Message fields, add or edit the existing text.

To attach the item as a separate document, make sure the Attach item check
box is selected.

Click Send.

The message is sent to the user.

Importing Items

You can import information from either another TaskMerlin database or from an
external document, such as an Excel file. This section explains both options.

To import items from another TaskMerlin database, take these steps:

1.

ARl e A

Open the database you want to import items from.
Show all the items you want to import in the Item Grid.
Select all items in the Item Grid, and press Ctrl+C.
Open the database to import the items to.

Click in the Item Grid, and press Ctrl+V.

The items are copied to the new database.
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O Toimport items from external files, take these steps:

1. Open the spreadsheet and copy and paste the first two columns to the clip-
board.

Tip  You can import two columns from the clipboard. For best results, title the columns
Summary and Content.

2. Click the File menu, and click Import and Export.
The Import/Export window opens.

Crmm— W |

FQ Import or export data

Choose an action to perform —D

Import tems

. Import Summary and Content

Ego?t ﬁeﬂlngs information from the clipboard as
I Exp:rt S:-ﬂniigs new TaskMerin tems
I I
I ok | Cancel

Figure 186: Import/Export window

3. In the list, click Import Iltems, and click OK.

The Import Items window opens, as shown here.

8 Import tems lég
@ Import new items from the dlipboard
Parent Folder Column Delimiter

. -] [ ]
Clear rows Insert new row | Paste rows from clipboard

Impart I Cancel Help

Figure 187: Import Iltems window
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In the Parent list, choose a folder to hold the items.
In the Column Delimiter list, choose Tab, Comma, ot Vertical Bar.

Click Insert rows from clipboard.

N ke

To enter items by hand, click Insert new row and type the information in the
Summary and Content fields of the rows that appear.

8. Click Import.
The items appear the Item Grid in the Parent folder you selected.

Items | Gantt Chart 0 x
FEAIL-8-18 W 0 -B5+ 857 d-d-o -8 A _
|mp0rted Ttem Type Summary Status Priority Context Progress
items in ltem —p- | ] Task Employee
Grid ] Task Jim Shell
ﬂ Task Marla First
ﬂ Task Bill Brice

Figure 188: Items imported from the clipboard

Exporting Items

To export items to another TaskMerlin database, you can copy and paste the
items between the databases. See p. 133 for instructions.

To export items from a TaskMerlin database to the clipboard or a .TXT file (so
you can import them into an external file later), use the procedure in this section.
a To export items, take these steps:
1. Make sure the items you want to export appear in the Item Grid.
2. Click the File menu, and click Import and Export.
The Import/Export window opens.

%, Import/Export " " P |
@ Import or export data
L
Choose an action to perform Description
- . Import Summary and Content
Egﬂ?t ﬁ::tr:ggs information from the clipboard as
Export Settings new TaskMerin tems
oK | Cancel | _
X —"

Figure 189: Import/Export window
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Choose the
way to divide
the columns.

Tip

3. Click Export Items, and click OK.

The Export Items window opens, as shown here.

% Export Items l ? iz-]

@f‘? Export items to the clipboard or a text file
L

v
(% ltem Grid columns W' Include header

" All columns

Copy items to the clipboard |

Close |

Save items to file |

Parert Folder Column Delimiter ~ Row Delimiter
[Tab =l Jerir <]
Copy ... ™ Quote columns

Help

o

Figure 190: Export Items window

In the Parent Folder list, choose the items’ parent folder.

5. In the Column Delimiter field, choose Tab, Comma, or Vertical Bar.

e Use Tab to break columns by tab stroke.

¢ Use Comma to break columns at each comma.

e Use Vertical Bar to break columns at each vertical bar.

This image shows how.

% Export Items l ? iz-]
{{ :r ? Export items to the clipboard or a text file
\ - L
Parert Folder Column Delimiter ~ Row Delimiter
|j Corporate \web Site \& |Vertic:a| Bar j |C0mma j
Tab
\fertical Bar

v
{* tem Grd columns Include header

" All columns

Copy items to the clipboard |

Close |

Save items to file |

Help

o

Figure 191: Choosing a column delimiter

If you later import the items into Excel or another file, make sure to choose the same

option as the column delimiter.
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Choose the

row delimiter. —J |

6. In the Row Delimiter section, click CR/LF, Comma, or Vertical Bar.

* Use CR/LF to break rows by the carriage return/line feed at the end of a
tow.

¢ Use Comma to break rows when the importing application encounters a
comma.

* Use Vertical bar to break rows at every vertical bar.

% Export Items l ? iz-]
@f‘? Export items to the clipboard or a text file
L
Parert Folder Column Delimiter ~ Row Delimiter
|j Corporate \web Site Tab j |C0mma j

CR/LF
Copy ... ™ Quote columns .
ertical Bar

W Include header

{* tem Grid columns

" All columns

Copy items to the clipboard |

Save items to file | Close | Help

o . A

Figure 192: Choosing a row delimiter

7. To include quotes around each value in each cell, select Quote columns.
8. To include the column headers, select Include header.
9. In the Copy section, do one of the following:
*  Click Item Grid columns to copy only the columns in the Item Grid.
¢ Click All columns to copy all available columns.
10. Do one of the following:

e To copy the items to your computet’s clipboard, click Copy items to the
clipboard.

Use this option if you plan to paste the items in an Excel spreadsheet or
other non-text file, or if you plan to import them into a different
TaskMerlin database.

* To create a text file of these items, click Save items to file, and use the Save
As window that opens to save the file to your computer.

11. Click Close.

See "Importing Items" on p. 133 for importing instructions.

A Project Manager’s Guide to Managing Documents

As a project manager, you can use TaskMerlin’s document management features
to capture and control your project’s documentation. Here are some examples:
®m  Send users e-mails with their tasks when you want them to see them.

m  Connect TaskMerlin items to Word, Excel and other files by either linking or
embedding the files. Give access to users who need to see them.
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m  Importitems from other TaskMerlin databases or the clipboard and manage
them in TaskMerlin.

m  Exportitems to Word, Excel or other files, or to another TaskMerlin database.
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CHAPTER 8: REPORTING AND PRINTING

This chapter explains the following:

m  "Creating Custom Reports," this page

m  "Printing Items and Lists of Items" on p. 141

m  "Printing Folders and Their Contents" on p. 143

m  "A Project Manager’s Guide to Reporting and Printing" on p. 146

Creating Custom Reports

To create a custom report is to set up a filter that shows only the items with prop-
erties you want in the report. You can then print the item grid.
You can print a filter’s items to a file if you prefer.
a To create and print a custom report, take these steps:
1. Create the filter, if you haven’t already done so. See "Navigating Items Using
Filters" on p. 33 for instructions.

2. In the Filters pane, right-click the filter, click Print, and click Item Grid, as
shown here.

Folders O X | ems | GanttChart
S LEB- |5t -4 LA N B S W0 B]E o R - P8 Anlysis
+ -/ Corporate Web Site o || tem Type Summary Status

ff] Colendr A Desktop  Desktop
: %] Interview QA Applicant % Inbox Inbox
i+ ] Review Marketing Materials @) Calendar  Calendar
(1) Doctor's Appt

Q@ | Projects Projects

[ Projects
B3] Corporate Web Site 3 Archives  Archives
1 Development W 8in Bin
zH) QA Testing & Project Corporate Web Site ] Not Started

I

M First Handoff to QA ) spectfication Functional Requirements Specification

g Test Plans B Task Research Product Reguirements

i [] Testing Phase 1 [ Task Draft Text far About Us Page [ not started
* [ Testing Phase 2 ) Task

] Dowumentaton Interview QA Applicant

. . T Content Development u Folder Employee Directory
Click Item Grid B o e o about e page Elresk  tmployee
. i [F] Draft Text for Contact Us Page Aad Meeting Handoff to Development
from the Pr|nt +- [ Draft Text for Site Map Page ] Task Draft Text for Contact Us Page [ Not Started
menu e Humoe D noge ) Task Review Marketing Materials
. H New P Boe ] Task create tasks and assignments
5] @ Edit. i
Rename R
Filters ox (Z[d S
- | Copy Ctrl+C
MR Paste Ctrl+V -
Paste as a Shortcut
Delete Del
Delete Shorteut
Expand Ctrl+Add Trem Grid
Collapse  Ctrl+Subtract Folders and em Grid,
Print. 3 Folders and Items...
Print Preview 3 [ﬁ Gantt Chart...

Figure 193: Printing an Item Grid

3. In the Print window that opens, set up any printing preferences, and click OK.

To print the Item Grid to a file, do this:
a  Right-click the filter and click Print.
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Click Print to file— | ™™

b In the Print window that opens, click Print to File, and click OK.
This image shows how.

[ print | |

HF Laser)et P2015 Series UPD PCLE j Properties...

Status: Rea
Type: HP Universal Prirti
Where:  USBODT
Comment: ¥ Print to file
Print range: Copies
Al Number of copies: 1 3:
c I -
7 11| 22 53
QK | Cancel
Figure 194: Print window
¢ Click OK.
d In the Print to File window that opens, type the file’s name, as shown
here.
Type the [ rint to File -3 |
file’s name
here Qutput File Name:

Tip

Printing Items
in the Item
Grid

|C0rp0|ate‘."a'eb SiteProject

Cancel

Figure 195: Type the file’'s name
e Click OK.
Any files you print are stored in the TaskMerlin program directory.

Printing Items and Lists of Items

By printing items, calendars, and folders, you can print:
m A list of items in the Item Grid
B An individual item and its details

You can print all of the above as hard copies or to electronic files on your com-
putet.

In these procedures, you can see what will print before you print. To do so, click Print
Preview instead of Print and select what you want to print. A window opens showing
the contents to be printed.

To print the items in the Item Grid is to print a list of the items in the current
grid. All the columns in the grid are printed, too, in the order the items are sorted
at that time.
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Tip

Printing Item
Details

This image shows a sample of a printed Item Grid.

dCorporate Web Site
Ttam Type Summary Status Priarity Context Frogress
o Project Dooumerizion Mk Szried
5] Project Recuiraments Aralysls Mok Started
L] =R Srojec Koo Mot T 0
Source Flles
Desslopenent Mot Skarted
Q8 Tastng Mot T
ConRent Development | MozEmees

Figure 196: Sample Item Grid

To print items in the Item Grid, take these steps:

1. Make sure the items are listed in the current Item Grid.
2. Do one of the following:

*  C(Click the File menu, click Print, and click Item Grid.
* Right-click in the Item Grid and click Print, and click Item Grid.

To see what will print before you print it, click Print Preview instead of Print and select
Item Grid. A window opens showing the contents to be printed.

3. In the Print window that opens, set your preferences, and click OK
The items are printed as they appear in the Item Grid.
To print an item’s details is to print the item’s information and its contents. The

item’s information includes any attributes set about the item, such as Status, Time
Spent, and so on.

This image shows a preview of a printed item.

3 Corporate Web Site
#Item: 25 Item Type: Project
Assigned To: AmyAdmin Owned By: AmyAdmin
Status: Not Started Context: Office
Priority: High
Start: 1/15/2013 12:00 AM Finish: 3/22(2013 11:59 PM
Deadline: 3/29/2013 11:59 PM
Duration: 4% Days
Time Spent: 4 Days Time Left: 45 Days
Created Date: 1/14/2013 4:51 PM Created By: AmyAdmin
Modified Date: 2/2/2013 1:17 PM Modified By: AmyAdmin
Owner Item: Projects
Parent: Projects
Tag: Intranet
Children: 7 Descendents: 25 items (6 folders)
Progress: 4.21%
Time Estimated: 2 Hours Duration: 62.44 Weeks
Time Spent: 2.67 Days Time Left: 2.67 Days
This project will set up the company's intranet and designate teams to manage it.

Figure 197: Sample printed item
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Tip

Printing Folder
Outlines

To print an item’s details, take these steps:

1. Right-click the item in the Item Grid.

2. In the shortcut menu that opens, click Print, and click Item.

3. In the Print window that opens, set your preferences, and click Print.

The Item and its details are printed.

Printing Folders and Their Contents

This section explains how to print the following:

m A outline of your folders

m A list of folders and the folders’ Item Grid

m A list of folders and the details of the items in them

A folder is any item in the Folders list that is marked as a folder. If an item

appears in the item list and is marked as a folder, even if it is not a Folder item
type, you can print it using the following procedures.

You can print a list of all your folders in your database or just the folders within a
specific folder.

In this procedure, you can see what will print before you print it. To do so, click Print
Preview instead of Print and select what you want to print. A window opens showing
the contents to be printed.

To print a folder outline is to print a list of all folders in the default Projects
folder.

This image shows a sample of a printed folder outline.

3 Corporate Web Site
5] Development
:_| QA Testing
1) First Handoff to QA
__1 Test Plans
* Testing Phase 1
*) Testing Phase2

Documentation

)

5] Content Development
* Draft Text for About Us Page
* Draft Text for Contact Us Page
* Draft Text for Site Map Page
* Draft Text for Human Resources Page
* Draft Text for Company Directory Page
B Draft Text for Intramurals Page

3] Requirements Analysis
_1 Functional Requirements Specification
a4 HandofftoDevelopment
a4 [Initial Requirements Gathering

| Project Kickoff

Figure 198: Sample printed folder outline
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Printing an out-
line of the folder
contents

Printing
Folders and
the List of
Items

To print an outline of your folders, take these steps:

1. Click the File menu, click Print, click Folders, and click Outline, as shown here.

File

I

Edit View Manage Tools Help
New Database ¥ fes | 4 Setup Wizard T Tip of theDay @ ~
Open Database...
x
Change Database... [m] Ttems | Gantt Chart
- - 3 -B-a 9 6B - - e e Analysis
Save Database As.. £-39 2 -85 6 ElE]t #is 3 |d: 3 d-[f 8 aay
o | | ttem Type Summary
Print ' Folders 3 Folders and Item Grid...
Print Preview r Ttem Grid... Folders and ltems...
Import and Export... Gantt Chart... Outline...
Database Propertics... Calendar... Folders and ltem Grid (HTML)...
Setup Wizard.. frem... Ctrl+P ST FroTee T TeERg
Content... = Project Content Development

Recent Databases » =
Legout
Restart
Exit

----- T Dratt Text for ABout Us Page

----- [ Draft Text for Contact Us Page

----- [ Draft Text for Site Map Page

----- [ Draft Text for Human Resources Page

----- L) Draft Text for Company Directory Page

Figure 199: Printing the Folder outline

2. In the Print window that opens, set your preferences, and click OK.

The folder outline is sent to the printer.

You can print a folder and its items in the Item Grid format. The items in the
Item Grid become a list of all items in that folder.

This image shows a preview of the folder and the Item Grid in this format.

I Projects
Summary Item Typa  Status Priority Context Progress
T Projects I Projects
S Corporate Web Stz I Project [ hotSmn=d == High #l Office
(5] Development & Project [ Mot Started
(2104 Testing F Project [ Mot Started
g First Handoff 1o Q& lag Mesting
L2 Test Plans L2y Spacification
%) Tasting Phasz 1 B Task = Medum
#) Testing Phas= 1 ) Task
(3] Documentation & Projeat [ Mot Stamed
{2 Content Development & Project 19 Mot Started
®) Draft Text for About Us Page ask L Mot Started & High 0%
¥ Draft Texz for Contact Us Page f| Task [ Mot Started = High
%) Draft Texx for Sit= Map Page £ Task [ Mot Smmed = Mediom %
%) Draft Test for Human Resources P B Task [ Mot Started g Medum
%) Draft Test for Company Directory £ Task [} Nt Smrted &= High
% Draft Text for Intramurals Page £ Task [} Mot Stared  _ Low
(2] Requiremants Anzlysis 3] Project [ Mot Stared
[ Functional Requirements Spacfica [ Spacification
&t Handoff to Development a4 Mesting
&ag Inial Requirements Gathering  gag Meeting
[#] Project Kackoff ] Event ) Net Started 5%
Sourcs Files Folder
Employes Directory Foldar
) Employes £ Task
£ Jim Shell £ Task
£ Marts First B Task
£ &l Bric= £ Task

Figure 200: Sample folders with Item Grid
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Printing
Folders and
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O

To print a folder and the Item Grid, take these steps:
1.

You can print a folder and the details of each item in it.

This image shows a preview of a folder with its item details.

Do one of the following:

To print a specific folder and a list of its items, right-click the folder, click
Print, click Folders, and click Folders and Item Grid. Go to step 2.

(Professional version only) To print the list to an HTML file, click Folders
and Item Grid (HTML), and type the name in the window that opens.

To print all folders in the Project folder and the Item Grid, click the File
menu, click Print, click Folders, and click Folders and Item Grid. Go to step

2.

In the Print window that opens, set your preferences, and click OK.

The folders and item list are sent to the printer.

[ Projects

#lt=m: 2
Ttem Typm: [ froects
Owned By: System
Progrmss: %

il Corporate Web Site

]

#Dtem: 25

Ttem Type: (] Project
Azzigned Ta: & Amyfdmin
Owned By: & AmyAdmin
Contet: (] Offic=

Szt 3(22/2013 11:39 P4
Dmsdine: 3232013 11:33 P
Progrmsz: %

Durstion: 43 Deyx

Tims Se=t: 4 Dy

Tims Left: 45 Deyx

Tag: Intranst

This project wil s up the companys intranat and desigrate Bams to manage it

Development

#lmm: T
Tt=m Type: [ Project

Set: 2402013 8:00 AM
Srixh: 2242013 10:59 AM
Progrmss: %

I Projects

Figure 201: Sample printed folder with item details

To print a folder and the item details, take these steps:
1.

Do one of the following:

To print a specific folder and its items, right-click the folder, click Print,
click Folders, and click Folders and Items. Go to step 2.

To print all folders in the Project folder and all the items, click the File
menu, click Print, click Folders, and click Folders and Items. Go to step 2.

In the Print window that opens, set your preferences, and click OK.

The folders and the details of the items are sent to the printer.
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A Project Manager’s Guide to Reporting and Printing

Here are some ideas for creating reports and printing information about your

project.

m  To take a “snapshot” of the project and store it offline as a summary report,
creating a filter showing important information about items, such as status,
time spent, or item progress, and print the file as a hard copy or to a file.

®  Send a summary report to project stakeholders to let them know how the
project is progressing,

®m  To see how well organized your TaskMerlin files are and look for ways to
improve the structure, print an outline of the project’s folder structure to ana-
lyze.
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CHAPTER 9: MANAGING USERS AND USER PERMISSIONS

A user is anyone who uses TaskMerlin to manage his or her projects and tasks.
Users can have different levels of permissions, but only users who are assigned
the role of Administrator can manage other users and their permissions.

This chapter describes how to manage users and their permissions. It is for Task-
merlin Administrators only. It includes the following sections:

m  "Collaborating with Coworkers," this page

m "Managing Users (Personal and Professional Editions)," this page

m  "Managing Permission Templates (Professional Edition Only)" on p. 160

m  "A Project Manager’s Guide to Managing Users and Permissions" on p. 176

Collaborating with Coworkers

If you collaborate with coworkers on projects, you can use TaskMerlin to manage
tasks and share documents with these coworkers. Once you set up each person on
the project as a TaskMerlin user, you each can access the project’s information in
the TaskMerlin database. One user can act as the project manager who oversees
the tasks and documents for other users.

Here’s how such collaboration can work.

Corporate Web Site Project

Website Cantant
Project ;
Designer Manager . Q wier
4@»
2 -, '
: . '
. '
' '
H '
. '
- '
' Project Manager Users H
. assigns tashs complete tasks
H and sharas and update
. documents documents
'
'
'
'
'

Quality

Assurance ' . Requirements
Tester Taskmerlin Database i ? Analyst

Project Manager Tasks

-------- Usar Tasks

Figure 202: Collaboration with TaskMerlin

The rest of this chapter explains how to set up and manage users for both collab-
oration and individual use.

Managing Users (Personal and Professional Editions)

Users are people who use TaskMerlin to manage their projects and tasks. As an
administrator, you can add users, edit their permissions, and delete or disable their
accounts. The procedures in this section explain how:
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Note

Adding Users

To see how you can use permission templates to manage the permissions of many
users at once, see "Managing Permission Templates (Professional Edition Only)" on

p. 160.

To add a user is to create an account for the user so the user can log in and man-

age projects and tasks.When adding a user, you can do the following:

®m  Add the user’s name, login ID, and password.

®m  Assign the user to a default permissions template.

®  Set up the user’s e-mail capabilities.

m  Customize how the user sees the TaskMerlin workspace.

To add a user, take these steps:

1. Click the Manage menu, and click All User Profiles.

The Manage User Profiles window opens, as shown here.

-

i, Manage User Profiles

& Manage user profiles

4

Filter: | Regular, enabled users -

E-Mail

User Name Full Name

S, AmyAdmin Amy Administrator
3 Lucy Lucy Limited

2 Poly Folly Project Ma...
5 Twally Twaolly Team Le...

M

Manage Permission Temql%es
g

Enabled Login Type

Administrator

User: Team M...
User: Project ...
User: Team L...

Miscellaneous

Own Assign Contact
Own Assign Contact
Own Assign Contact
Own Assign Contact

Replicate Configuration

=

Help

Close

a1

-

Figure 203: Manage User Profiles window

2. Click the New button.

The New User Profile window opens, as shown here.

New User Profile @éj
M Configure user details
General l Password ] Login Type ] Miscellaneous ]
User Name: || Image: -
Full Name: |
E-Mail: |
Options...
¥ Enabled | Cancel | Help |

Figure 204: New User Profile window
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User’'s name
and e-mail
address

User’s pass-
word settings

In the General tab, do the following:

* In the User Name field, type the user’s login name.

e In the Image list, choose an image to represent the user.

e In the Full Name field, type the uset’s first and last names.
e In the E-mail field, type the user’s e-mail address.

* To allow this user to log in, make sure the Enabled check box is checked.

* To set up the TaskMerlin workspace for the user, click the Options link

and edit the uset’s options in the window that opens.

This image shows how to complete these fields.

New User Profile l 2 iz-]

m Configure user details
General l Password ] Login Type ] Miscellaneous ]

\ User Name:  |JMelboume Image: 8 -

Full Name:  [Jane Melboume

E-Mail: |ime|b0ume@work.com

Options...

¥ Enabled 0K | Cancdl | Hep

o

A

Figure 205: Completed General tab for a new user

Click the Password tab, and do one of the following:

* To give the user a password, click Change Password, and type a password

in the field that appears. This password cannot contain spaces.

* To let the user log in without a password, leave the Change Password

check box unchecked.

This image shows how.

New User Profile l 2 iz-]

m Configure user details
?ﬁﬂ Password lLogin Type | Miscellaneous

¥ Change password

Mew password: |""""""‘|

¥ Enabled 0K | Cancdl | Hep

o

Figure 206: New user’s password
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5. Click the Login Type tab, and do one of the following:
e To prevent the user from logging in, click No login.
* To make the user an Administrator, click Administrative login.

* To make the user a user with selected permissions, click User login (with
selected permissions), and select the permission template in the list.

Note For more about Permission templates, see p. 160.

This image shows how to complete these fields.

New User Profile l 2 iz-]

M Configure user details

3 Geneml] Password Login Type | Miscellaneous
User’s login
type Login type

" Mo login

" Administrative login

* Userlogin (with selected pemissions)

1 [am

1 Project Manager

¥ Enabli £ Team Leader =l ﬁ

b £ Team Member

Figure 207: User login information: Selecting a permission template

6. Click the Miscellaneous tab, and do the following:

* To allow the user to own items, make sure the Can own items check box is
checked.

* To allow the user to be assigned items, make sure the Can be assigned
items check box is checked.

This image shows how.

New User Profile l 2 iz-]

M Configure user details
User’s item per-
missions General ] Password | Login Type  Miscellaneous
W Can own tems

W Can be assigned to items

W Can be an item contact

Tag: |PM

¥ Enabled oK | Cancel Help

o

Figure 208: User item permissions
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7. Click the OK button.

The user’s information appears in the Manage User Profiles window, as

shown here.

#, Manage User Profiles D |
& Manage user profiles
New user
appears in ||st Of User Name Full Name E-Mail Enabled Login Type Miscellansous Mew
£ AmyAdmin Amy Administrator Yes Administrator Own Assign Contact
users — | A TS i e e User: [Al] Tl s Edt
2 Luey Lucy Limited Yes User: Team M...  Own Assign Contact
2 Fally Polly Project Ma... Yes User: Project ... Own Assign Contact Delete
2 Twolly Twaolly Team Le... Yes User: Team L...  Own Assign Contact
Summary
Options
< n 2 Help
Fitter: |Regular. enabled users - Manage Pemission Templates | Replicate Configuration Close
Figure 209: New user in Manage User Profiles window
8. Do one of the following:
e If you are finished adding users, click the Close button.
¢ To add another user, return to the first step of this procedure.
Replicating ~ You can copy one uset’s account settings and permissions to other users in one
Users’

Configurations

step if you replicate the user’s account. Before you begin, make sure the destina-
tion user or users are logged out. Also, make sure each user has an enabled login

type.

When you replicate a user, the user’s settings you can copy to other user accounts
are:

m  Columns

m  Options

m  Custom type view (Shortcuts)

®m  Jtem Editor window fields

m  Preview Details fields
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a To replicate a user’s account settings, take these steps:
1. Click the Manage menu, and click All User Profiles.

The Manage User Profiles window opens, as shown here.

#, Manage User Profiles l P ||
)
& Manage user profiles
User Name: Full Name: E-Mail Enabled Login Type Miscellansous New
& AmyAdmin Amy Administrator Yes Administrator Own Assign Contact
2 Loy Lucy Limited Yes User: Team M...  Own Assign Contact
2 Faly Pally Project Ma... Yes User: Project ... Own Assign Contact
& Twolly Twoly Team Le.. Yes User: Team L...  Own Assign Contact
< m 3 Help
Fitter: |Regular. enabled users - Manage Permission Temql?es Replicate Corfiguration | Close
by

Figure 210: Manage User Profiles window

2. Click the Replicate Configuration button.

The Replicate User Configuration window opens.

Replicate User Configuration l D
Dy
. Replicate user configuration
Source login user Configuration items
| & AmyAdmin j

I Grid Columns I Editor Fields

Destination login users
™ Preview Fields [ Options

O8 Meboume
Hg I;-DIT}:: Custom Type Views (Shortcuts)
O8 Twoly I~ tem Type

™ Context

I Status

I Priority

™ Impact

Check Al | Uncheck Al |

Replicate | Close | Help |

- v

Figure 211: Replicate User Configuration window
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Options to
copy to
other user
accounts

3. In the Source login user list, select the user whose settings you want to copy.

In the Destination login users list, select the users you want to copy the set-

tings to.
5. In the Configuration items list,

select the settings to copy.

¢ Click Grid Columns to copy the user’s Item Grid layout.

e Click Preview Fields to copy

the user’s Preview Details fields and layout.

* Click Editor Fields to copy the fields the user has in the Edit Item window.

¢ Click Options to copy the user’s personal settings. These are the settings
users see in the Options window under TaskMerlin User.

6. In the Custom Type Views section, click the shortcuts you want to copy.

Users see these shortcuts in the

ir right-click menu when working with items.

This image shows some options for these settings.

Replicate User Configuration

TS

M
ﬁ Replicate user configuration

Conrfiguration tems

Source login user

T

8 JMeboume
2 Lucy
& Polly

I™ Grid Columns W Editor Fields
¥ Preview Fields |~ Options

Custom Type Views (Shortcuts)

2 ¥ tem Type
I Context
W Status
¥ Priority
™ Impact
Check All Uncheck All
Replicate Close Help

Figure 212: Replicating user setti

7. Click the Replicate button.

ngs

The uset’s settings are copied to the destination users.

8. In the confirmation window that opens, click OK.

Replicate User Configuration

S

e 1 The configuration for user "AmyAdmin” will be replicated to the
' selected destination login user accounts, Please ensure that the selected

~ destination login users are not currently connected to the database.

oK | Cancel

o

Figure 213: Confirmation window

9. When the Replication complete message appears, click OK.

The next time these users login, they have the settings you copied to them.
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10. Click Close to close the Replicate User Configuration window.

Viewing and  Once a user is in the system, you can see a summary of the user’s activity or
Changing  change the uset’s account by doing the following:

Users’ . T . .
account ™ Enabling or disabling the account, which determines whether the user can
Information access TaskMerlin. A user who is disabled cannot log in and cannot have

items such as tasks assigned to her.

®  Removing the user’s login name from the list of user login names, which
means the user cannot log in but can still be assigned tasks.

m  Changing the user’s permissions (at either the account or the permissions-
template level)

m  Changing what the user sees in the workspace
m  Resetting the user’s password

O 7o see or change the user’s account information, take these steps:
1. Click the Manage menu, and click All User Profiles.

The Manage User Profiles window opens, as shown here.

i, Manage User Profiles l 2 iz-]
1)
b Manage user profiles
User Name Full Name E-Mail Enabled Login Type Miscellaneous MNew
S, AmyAdmin Amy Administrator Yes Administrator Own Assign Contact
3 Lucy Lucy Limited Yes User: Team M...  Own Assign Contact
3 Palty Paolly Project Ma... Yes User: Project ... Own Assign Contact
5 Twally Twolly Team Le... Yes User: Team L...  Own Assign Contact
'l [l L Help
Filter: | Regular, enabled users - Manage Permission Temql%es Replicate Configuration | Close
g

- v

Figure 214: Manage User Profiles window

2. Find the user in the list.
To narrow the list, click the Filter list, and choose one of the following:

e Select Regular, enabled users to see only users whose login status is
enabled.

*  Select Regular users to see all users regardless of login status.

* Select Predefined users to see only the built-in users, such as
Administrator.

* Select All Users to see both predefined and added users.
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3. To see a summary of the uset’s activity, select the user and click the Summary
button.

The Summary Information window opens, as shown here.

Summary Information for "AmyAdmin® &J
#1D: 5
User Narme: AmyAdmin
Full Narne: Amy Administrator

E-Mail Address:

Login Status: Logged in on KARENMNG-PC
Last Logged In: 2/8/2013 9:14:18 AM
Last Logged Out:  2/2/2013 4:52:25 PM

Last Refresh: 2/8/2013 10:47:08 AM

Item References: User Items:
Created By: 34 Filters (+Hidden): 9
Medified By: 41 Settings: 8
Owned By: 47
Assigned To: 43
Contact: 49

- "

Figure 215: User summary information

To close the window, click OK.
5. To change the user’s information, select the user and click the Edit button.

The Edit User Profile window opens, as shown here.

Edit User Profile |2 [t

m Configure user details
General l Password ] Login Type ] Miscellaneous ]

User Name:  |JMelboume Image: 8 -

Full Name:  [Jane Melboume

E-Mail: |ime|b0ume@work.com

Options...

¥ Enabled | Cancel | Help

Figure 216: Edit User Profile window
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To disable or enable the user account, click the Enabled check box.

To change the user’s login name, image, or E-mail address, update the fields in

the General tab, as shown here.

Edit User Profile |2 [t

m Configure user details
General l Password ] Login Type ] Miscellaneous ]

User Name:  |JMelboume Image: ’E—L|

Full Name:  [Jane Melboume

E-Mail: |ime|b0ume@work.com

Options...

¥ Enabled oK | Cancel Hep |

o

A

Figure 217: Updating a user’'s name, image, or e-mail address

To change the properties of the user’s TaskMerlin workspace, click the Options

button and make the changes in the window that opens.

To change or add the user’s password, click the Password tab and update the

Password field, as shown here.

Edit User Profile |2 [t

m Configure user details
General Password lLogin Type | Miscellaneous

¥ Change password

Mew password: |""""""‘|

¥ Enabled 0K | Cancdl | Hep

o

Figure 218: Updating a user’s password
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User’s login
permissions

User's item
permissions

Deleting User
Accounts

10. To change the user’s login status or permissions, click the Login tab, and use
the options to change these properties, as shown here.

Edit User Profile |2 [t

M Configure user details

Geneml] Password Login Type | Miscellaneous

\ Login type
" Mo login
+  Administrative login
" Userlogin (with selected pemissions)
W Enzbled 0K | Cancel | Hep |

(l

A

o

Figure 219: Updating a user’s login status

11. To change whether the user can own or be assigned items, click the Miscella-
neous tab and update those fields, as shown here.

Edit User Profile |2 [t

M Configure user details
Geneml] Password | Login Type  Miscellaneous

N W Can own tems

W Can be assigned to items

™ Can be an item contact

Tag: |PM

¥ Enabled 0K | Cancel | Hep |

(l

o

Figure 220: Changing user’s item permissions

12. Click the OK button. The user’s information is updated immediately, and the
user sees the changes the next time he or she logs in.

To delete a uset’s account is to remove the user’s information from TaskMerlin
altogether. If the user needs access in the future, an administrator must create a
new account for the user. For this reason, if you must limit a user’s access only
temporarily, it is better to disable the user’s account or reset the login status to No
Login. See p. 155 for instructions.

When you delete a user, any items the user has created are removed, and any items
assigned to the user now have no one assigned to them.

Before you can delete a user’s account, you must disable the account. The follow-
ing procedure explains how to disable and then delete a uset’s account.
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(m]

Clear the
Enabled check
box to disable
the user’s
account.

To delete a user’s account, take these steps:

1. Click the Manage menu, and click All User Profiles.

The Manage User Profiles window opens, as shown here.

5 Manage User Profiles l ? (el
)
& Manage user profiles
User Name Full Name E-Mail Enabled Login Type Miscellaneous Mew
S, AmyAdmin Amy Administrator Yes Administrator Own Assign Contact
-3 Lucy Lucy Limited Yes User: Team M...  Own Assign Contact
3 Polty Polly Project Ma.. Yes User: Project ... Own Assign Contact
5 Twolly Twolly Team Le... Yes User: Team L...  Own Assign Contact
4 mm + Help
Fitter: |Regular, enabled users - Manage Permission Tem;:ﬁges Replicate Configuration | Close
1y

Figure 221: Manage User Profiles window

2. Find the user in the list.

To narrow the list, click the Filter list, and choose one of the following:

* Select Regular, enabled users to see only users whose login status is

enabled.

e Select Regular users to see all users regardless of login status.

*  Select Predefined users to see only the default users, such as Administrator.

*  Select All Users to see both predefined and added users.

3. 1If the uset’s account status in Enabled, select the user, and click the Edit but-

ton. If not, go to step 6.

4. In the Edit User Profile window, clear the Enabled check box to disable the

user. This image shows how.

Edit User Profile |2 S
m Configure user details
General l Password ] Login Type ] Miscellaneous ]
[Melboume a8 -
|Jane Melboume
|ime|t-c-ume@.-.-c-rk.c:c-m
Options...
\ [ Enabled oK | Cancel Hep |
[

o

Figure 222: Disabling the user’s account
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About the
Default
Permission
Templates

Click the OK button to return to the list of usets.
Select the user in the list, and click the Delete button.

In the Confirm User Delete window that opens, click OK.

® =N o w

In the Deletion Successful window that opens, click OK.

The user account is removed and the user’s information no longer appears in
the Manage User Profiles list.

Managing Permission Templates (Professional Edition Only)

Permission templates are sets of permissions that you can assign to multiple users
without having to change the permissions at the user account level. Using permis-
sion templates, you can group users into roles and manage their activities by limit-
ing the roles’ options. For example, if you have users who manage projects, you
can assign them to the Project Manager permission template, which has certain
rights by default. For users who simply work on tasks, you can apply the permis-
sion template Team Member, which has fewer permissions than the Project Man-
ager template.

The TaskMerlin Personal and Professional Editions include four default permis-
sion templates. In the Personal Edition, you can assign these template to users,
but in the Professional Edition, you can customize these or add your own tem-
plates.

This section includes the following topics:

m  "About the Default Permission Templates," this page

"Template vs. User Level Permissions" on p. 161

"Customizing Existing Permission Templates" on p. 161

"Managing Permission Templates (Professional Edition Only)" on p. 160

"Deleting Permission Templates" on p. 168

TaskMerlin includes three permission templates. This table summarizes their dif-
ferences.

. Project
Permission J Team Lead Team Member
Manager
Access any item X X X
folder (Desktop Folders | (All folders but Archive
only) and Bin)
Edit any item field X X --
Columns visible in Default columns Default columns Default column, plus
Item Grid the column Assigned To
Permanently delete X -- --
items
Change item color X X --
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Template vs.
User Level
Permissions

Customizing
Existing
Permission
Templates

Permission Project Team Lead Team Member
Manager

Change item occur- X X --

rence

Edit public filters X X X

Choose any Owned X X X

By user

Choose any Assigned X X X

To user

Manage Item types X X --

Manage Status types X X --

Manage Context X X X

types

Manage Priority types X X X

Manage Impact types X X X

A fourth permission template, All, provides a way to assign permissions to all
other permission templates at once. In other words, making a change to the All
template cascades that change to all other templates automatically. The procedure
for changing template properties explains how this works. See p 161.

Permission templates provide a way to assign the same permissions to many users
without having to update each user account. However, if you make a change to a
user account that contradicts the permissions in the permission template, the
user’s account setting overrides the permission template, but for that user only.

For example, if you create a user and assign the permission template of Team
Lead to his account, but then you change the user’s Login status to Administrator,
the user now has administrator rights, which exceed the rights on the Team Lead
template.

Similarly, if you create a user, assign her to the permission template of Project
Manager, but disable the user’s ability to assign items to other users, the setting on
the user account overrides the permission to assign items to users on the Project
Manager template, for that user account only.

You can change the settings on the existing permissions templates, including the
global template of All. When you customize a template, you can do the following:

m  Change which folders users with this template can see and work with.
Pick which values in which columns users can see in the Item Grid.
Limit which fields users can edit.

Allow users to delete items.

Allow users to edit public filters.
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Permission
Templates list

®  Determine which users these users can assign items to, if any.

m  Allow users to create, edit or delete custom item or attribute types.

This section explains how.

To customize an existing permissions template, take these steps:

1. Click the Manage menu, and click All Use

r Profiles.

The Manage User Profiles window opens, as shown here.

# Manage User Profiles Pl
& Manage user profiles
User Name Full Name E-Mail Enabled Login Type Miscellansous New
£ AmyAdmin Amy Administrator Yes Administrator Own Assign Contact
2 Lucy Lucy Limited Yes User: Team M...  Own Assign Contact
2 Poly Polly Project Ma... Yes User: Project ... Own Assign Contact
2 Twolly Twolly Team Le... Yes User: Team L...  Own Assign Contact
‘ T 2 Help
Fiter: |Regular. enabled users - Manage Permission Tem:ges Replicate Configuration | Close |
g

Figure 223: Manage User Profiles window

2. Click the Manage Permission Templates button.

The Manage User Permission Templates window opens. All templates are

listed in the Permission Templates list.

Manage User Parmission Templates IR ! . = ’ ==
A
j\g | Manage user permission templates
Pemission Templates
£ (A Folder View | kem View | tem Edit | Other |
Fa] Project Manage]
&7 Team Leader W Access any tem folder
) Team Member
New Delete:
ok | concel Help

Figure 224: Permission Templates list
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Permission
templates

Tip

3. Click the template you want to customize. For example, click Project Manager.

The Folder View tab to the right shows the Folder permissions for this
template, as shown here. These permissions determine what folders users

under this template can see if the Folders list.

Manage User Permission Templates AT o =
A=
0L —| Manage user permission templates
Pemission Templates
Al Folder View | tem View | tem Edit | Other |
eam Leader ¥ Access any item folder

&3] Team Member

New Delete

0K Cancel

Help

Figure 225: Folder View list

4. 'To disable or enable folders, click the check box for each.

To select or clear all children folders at once, click the Check Children or the Un-check

Children buttons at the top.

5. To save your changes, click the Apply button.
6. Click the ltem View tab.
The Item View fields open.

Manage User Permission Templates ==
[A=N
{f=| Manage user permission templates
&=
Pemission Templates
£ (A Folder View tem View | e Edit | Other |
£°) Project Manager
7 Team Leader
&5 Toom Momber Cearows | Addrow | Deleterow | t]|8] T compecouey
Column Function Value
Hew Delste
oK Cancel Aoply Help

Figure 226: Item View tab

You can use Item View to determine which values users see for which

columns in the Item Grid by default. For example, here you can make sure
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that users see only items with the status of In Progress in their Item Grid. Or
you can make sure they see only items assigned to them in the Item Grid.

To determine which columns users see, do the following:

Click the Add row button.
In the list under column, choose the attribute.

In the Function column, choose a value, such as Is, Is Not, Is One Of, or
Is Not One Of. Use these values to include or exclude values you select in
the next column.

In the Value column, choose the value. For certain attributes, the options
here are True and False. For others, you can select and add several values
to the list.

Repeat these steps to add more values.

This image shows how to enter this information. Here users under this
template see only items assigned to them, with a status of Not Started, but
they cannot see items with a priority of Low.

Note If any item is to appear in the user’s Item Grid under these parameters, the item’s
attributes must be set. For example, an item without a Status does not appear in the
user’s list, even if the user sees the Status column in the Item Grid.

Add template
permissions
here.

Manage User Permission Templates | B » X
(=N
{ifj=| Manage user permission templates
8=
Folder View ftem View | tem Edt | Other |

&1 Project Manager
51 Team Leader
& Team Member Cearrows | Addrow | Delerow | % | & | T complecauey

Column Function Value

Assigned To I {Login User Name)

Status Is 7] Not Started

y  |Prionity Is not = Low
New Delete
ok | Cancel Aoply Help

Figure 227: Completed Item View fields
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Click the Apply button to save your changes.
Click the Item Edit tab.
The Item Edit fields open. The default for some templates is Edit any item

tield, which means these users can change the values in any field in an item.
Here you can limit which fields users can edit, as this image shows.

Manage User Permission Templates B ‘ [ 2 |

(=N

= Manage user pemission templates
Set the template’s
item-editing permis- Pemission Tempistes
sions here. FEET —  Foider View | tem View tem Edt | Gther |

51 Projsct Managsr

] Team Leader ¥ Edt any tem field

51 Team Member

New Delete
oK Cancel Apply Help

Figure 228: Item Edit tab
10. Do the following:

* To allow users to edit any item field, make sure the Edit any item field
check box is checked.

e To limit the fields, remove the check mark from the Edit any item field
and select the item fields in the list that opens.

Tip To select all fields at once, click the Check fields button. To clear all fields at once,
click the Un-check fields button.

This image shows some fields selected for editing. In this example, users with
this permission template can edit only the fields selected.

Manage User Permission Templates 0

. - C ? s

A=
| Manage user pemmission templates

-

Pemmission Templates

€ [Al] Folder View | tem View ttem Edt | ther |
&7 Project Manager
£ Team Leadsr
&) Team Member ot
Users can edit ] esioned 1o

1 Background
any f|9|dS [¥] Completed Date (Date and Time)
selected here. P [Corict

[¥] Cortent

[¥] Cortest
D Deadiine (Date and Time)
[] Department
[] Duration
] Eamed Valus
[= Pl

I™ Edit any item field Check fields Uncheck fields

New Deite |

oK Cancel Apply Help
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Figure 229: Fields users can edit
In this list, users under this template can edit only the basic fields, such as Sta-
tus, Progress, and Context.

11. Click the Apply button to save your changes.

12. Click the Other tab.

The fields that appear help you restrict access to item and attribute types,
among other things, as this image shows.

Manage User Permission Templates || B ’ D)
LI,
. . ficT Manage user permission templates
These fields restrict L=
item, filter and other ™
permissions_ Permissin-Templates
BNl Folder View | tem View | kem Edi  Other
7 Froject Manager
&7 Team Leader ftems Manage Custom Types
£ Team Member -
Permanently delete tems & i
¥ Set colors ¥ Swmtus
¥ Set recurence ¥ Cortext
Fiters ¥ riority
¥ Edt public fiters ¥ Impact
Users
I Limit sslectable Owned By users
I Limit selectable Assigned To users
New Delete
ok | Caneel | soply Help

Figure 230: Miscellaneous options for users

13. In the Items list, indicate whether these users can permanently delete items or
change their colors or recurrence properties.

14. In the Filters field, check or clear the Edit public filters check box. A check
mark here means that these users can create, change, or delete the filters all
users see.

15. In the Users fields, do the following:

* To limit which Owned By users these users can select, click the Limit
selectable Owned By users check box, and select users in the list that opens.

* To limit which Assigned To users these users can select, click the Limit
selectable Assigned To users, and select users in the list that opens.
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Creating
Permission
Templates

O

16. In the Custom Types list, select which item and attribute types these users can
modify. If they can modify these types, they can add them, create shortcuts
for them, or delete them, too.

This image shows some options for the Other tab. In this example, users
under this template cannot delete items, and they can choose only certain
Owned By and Assigned To users, but they are not restricted in other ways.

Manage User Permission Template iR ’ $ & = ’ ==

=
_ﬁ\g 'I Manage user permission templates

Permission Templates

] Folder View | ltem View | tem Edit Other
£ Project Manager
7 Team Leader hems Manags Custom Typss
£ Team Member

I™ Pemmanertly delete tems ol e

¥ Set colors ¥ S

¥ Set recurence ¥ Contat

Fiters b Priory
¥ Edt public fiters " impact

Users
W Limit selectable Owned By users
[8 8l ey El
¥ Limit selectable Assigned To users

New Delste

0K \ Cancel | Apply | Help \

Figure 231: Miscellaneous options for users

17. Click the OK button. Your changes are applied to all users under this template
as soon as they log in again.

To create a permission template is to add a set of permissions users can share. It
helps you refine users’ permissions. Only users with Administrator privileges can
create permissions templates.

To create a permission template, take these steps:
1. Click the Manage menu, and click All User Profiles.

The Manage User Profiles window opens, as shown here.

4 Manage User Profiles l Pt
i
& Manage user profiles
User Name Full Name E-Mail Enabled Login Type Miscellaneous New
& AmyAdmin Ay Administrator Yes Administrator Own Assign Contact
S Lucy Lucy Limited Yes User: Team M... Own Assign Contact
3 Pally Pally Project Ma... Yes User: Project ... Own Assign Contact
2 Twally Twolly Team Le... Yes User: Tesm L...  Own Assign Contact
1 . b Help
Fitter. |Regular, enabled users - Manage Permission Temalies Replicate Configuration ‘ Close
L

Figure 232: Manage User Profiles window

2. Click Manage Permission Templates.

The Manage User Permission Templates window opens.

167



Managing Users and User Permissions

Click the New
button.

New template

Deleting
Permission
Templates

3. Click the New button, as shown here.

Manage User Permission Templates . - [ 2 |
(=]
5&' 1 Manage user permission templates
Permission Templates
FE] ] Folder View | tem View | ttem Edt | Other |
&7 Project Manager
&1 Team Leader ¥ Access any item folder
51 Team Member
\ New |  Delete
Ly
oK Cancel Help

Figure 233: Creating a template

A new, unnamed template appears in the list.

4. Type the name for the template in the list, as shown here.

&7 Project Manager
&7 Team Leader
&7 Team Member

&7 |Subject Matter Expert

¥ Access any item folder

4»

New Delete

Manage User Permission Templatas IR B D)
[ =}
j|§ 1 Manage user permission templates
Pemission Templates
3 (Al Folder View | ftem View | ttem Edt | Other |

0K |

Help

Cancel ‘

Figure 234: New Template in Template list

sions for this template.

In the Folder View, Item View, Item Edit, and Other tabs, create the permis-

For instructions, see "Customizing Existing Permission Templates" on p. 161.

go back to step 3.

To save your changes and add another template, click the Apply button, and

To save your changes and close the window, click OK. The Manage User
Profiles window reappears. Here you can assign users to the new template.

7. Click Close to close the Manage User Profiles window.

When you delete a permission template, you prevent any users from being
assigned to that template in the future. Any users already assigned to the template
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Filtering
users by
Login type

To delete a permission template, take these steps:

Click the Manage menu, and click All User Profiles.

The Manage User Profiles window opens, as shown here.

<

Fiter: |Reqular, enabled users -

1

Replicate Configuration

r Help

‘ Close

Manage Pemission Tamql%es
g

PllilkE

ji Manage User Profiles l Pt
i)
& Manage user profiles
User Name Full Name: E-Mail Enabled Login Type Miscellansous New
& AmyAdmin Ay Administratar es Administrator Own Assign Contact
2 Lucy Lucy Limited es User: Team M Own Assign Contact
2 Poly Polly Project Ma es User: Project Own Assign Contact
2 Twaolly Twolly Team Le es User: Team L Own Assign Contact

Figure 235: Manage User Profiles window

and choose All Users, as shown here.

#, Manage User Profiles

E

& Manage user profiles

4

[\ Fiter Regular users -

User Name Full Name

.3, AmyAdmin Amy Administrator
ﬁ JMelboume Jane Melboume
3 Lucy Lucy Limited

& Polly Polly Project Ma...
% Twolly Twoly Team Le...

E-Mail Enabled
Yfes
jmelboume@war...  Yes
Yfes
Yfes
Yfes

T

Manage Pemission Templates

Login Type
Administrator
Administrator

User: Team M...
User: Project ...
User: Team L...

Miscellaneous

Own Assign Contact
Cwn Assign

Own Assign Contact
Own Assign Contact
Own Assign Contact

Replicate Configuration

New

3 Help

| Close

Pl

y— Regular, enabled users

Regular users
Predefined usars

Figure 236: Filtering list of users by Login type

The Login Type column in the list of users shows each one’s template

assignment.

have their login set to None, so you must assign them to a new template before
they can log in again.

2. To see which users have the template you want to delete, click the Filter list

To change a user’s template now, click the user, click Edit, click the Login Type
tab, and change the user’s template there.

Otherwise, go to the next step.

Click the Manage Permission Templates button.

The Manage User Permission Templates window opens
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5. Click the template in the list, and click the Delete button, as shown here.

Select the template,
and click Delete.

B# -

Manage User Permission Templates

P ||

=
ig ] Manage user permission templates

Pemmission Templates
£ [A]

&3 Project Manager
£ Team Leader

Folder View | tem View | ttem Edt | Other |

¥ Access any item folder

&5 Team Member
<P e EmrTEm

R

New | DemﬂA

oK

Cancel Help

Figure 237: Deleting a template

In the confirmation window that opens, click OK.

Click OK to close the Manage User Permission Template window.

Click Close to close the Manage User Profiles window.

Setting Up Users’ E-mail Options

You can set up TaskMerlin so that users can e-mail items and documents to other
TaskMerlin users (even if those users cannot login to TaskMerlin). Setting up e-
mail for users involves these steps:

Setting
Database E-
mail Options

Set up E-mail in the database options (explained next), which means setting
preferences that apply to all TaskMerlin e-mail.

Set up users and include their e-mail addresses in their profiles (see "Adding

Users" on p. 149).

Configure each user’s account with the e-mail server’s information (explained

starting on p. 173).

Before any users can e-mail items, the TaskMerlin database must include e-mail
information. The procedure in this section explains how to set up e-mail at the
database level.
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Ctrl+O 1.

E-mail settingsin

Database list

(m]

Click the Tools menu, and click Options.

The Options window opens.

To set e-mail options for the database, take these steps:

r =
e
el
‘J§ Configure options
e fathom
Login
-8 TaskMeriin User
" " s Corfigure default user login behaviour
~~|EZ Folder View
B tem Grid
Calendar Enable in-place ediing for the
" --._7#’ Quick Notes [ Folder View I™ Calendar View ™ Gantt Chart
Forts and Col
‘ésﬁ i [ kem Grid I™ fem Preview
. Q, Remindors I Speciy [tem ~| selected on login
[ E-Mail
@ Miscellaneous
- ;g Windows User
(-] Database
oK Cancel Apply Help
Figure 238: Options window
2. Click the Database list, and click E-mail.
The E-mail tabs open, as shown here.
r [
e
(o g
;‘w 4 Configure options
e fathom
E-Mail
ftem Editor af
| tem Template /j Configure the database e-mail options
q] Fiters s
»| Reminders
Template
i E-Mail pl “«ﬂa:hmerﬂs 1 Options 1
@k Miscellaneous
g Windows User Subject: [TaskMerin [#[#tem]: [Summany]]
-t ﬂ D.a.tabase Message:
~{3H General <
£ Date and Time Summary for fzthem: [Summany]
-] Schedule 3 Cwned By: [Owned By] E
~~|@) Rules Type: [tem Type]
Q Assigned To: [Assigned Ta]
Olook Status: [Status]
. Fields Priority: [Prior -
Recur and Repeat ety
. {25 Field Input
--AgF Spell Checker 0
oK I Cancel Apply Help

Figure 239: Database e-mail options

3. In the Subject field of the template tab, make any changes to the text that

appears here.

The default subject for any e-mail is: TaskMerlin [#[#Item]: [Summary]],
where [#[#Item] becomes the Item number, and [Summary] becomes the
item’s summary text--for example, TaskMerlin #75: Complete Time Card.

Brackets around text indicate a field that TaskMerlin inserts automatically.
You can change these fields by typing a new field name within the brackets or
adding a field name surrounded by brackets.
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Tip Click the Fields button to open the Help text about inserting fields.

4.

Attachment
fields

6. To include items as attachments in e-mail, do the following:

In the Message field, type any message for any e-mail sent, such as “You have

a new task,” and change the fields in the Message box as needed.

Click the Attachments tab.

The Attachments fields open, as shown here.

) [
.o
Ay (g 5
'lw =y Configure options
- fathom
E-Mail
L] tem Edtor -
T ltem Template /j Corfigure the database e-mail options
i g Fiters =
8 Ejr:a"‘-;dem Template  Attachments lomlons]
@k Miscellaneous
Windows User [™ Attach tem when sending e-mail
Database
{3 General E
e
3 Er':-] 23‘2:;: Time Attached item format
[j E‘:\"Iﬁl * Fich Text Format (RTF) € Plain Text (TXT)
—Mai
i~ Outlook
i ﬁ(? Recur and Repeat
[ Field Input
- AF Gpell Checker -
oK Cancel Apply Help

Figure 240: E-mail attachments settings

Here you can determine whether items are attached as separate documents,

and you can determine the format.

a

Click the Attach item when sending e-mail check box.

Tip Users can override this option for individual e-mails.

¢ Toinclude only the summary and content information in the attachments,
click Include Summary and Content fields only.

h

In Attached item format, click either Rich text format (RTF) or Plain Text

(TXT).

RTF preserves the item’s formatting and can be read in Word. Plain text
files have no formatting and are read in Notepad.
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9. Click the Options tab.
The Options fields open. Here you can determine what changes to an item

trigger an e-mail to the user.

Y |2 fomiom
=
21 i =
(s Configure options
. o fathom
Set the e-mail ~ E-Mail
options here. (-] bem Edror A
i = ttem Template /j Configure the database e-mail options
F{emu:\ders Template} Attachments  Options
E-Mail
@l Miscellaneous
& g Windows User E-Mail TaskMerin user when ...
=-{§| Database - o i .
(3 General They become an item owner Antem is assigned to them
EE,\ Date and Time ; .
!.‘J Schedule 3 An item owned by them changes An item assigned to them changes
o) Rules I Status [~ Priorty [ Deadine ™ Status [~ Priiity I Deadiine
(2] E-Mail
+~|~ Qutlook
?@' Recur and Repeat ™ Except when the action was performed by that user
|57 Field Input
-4F Spell Checker =
0K Cancel Apply Help

Setting Up
Users’ E-mail

10. In the E-mail the user when list, click the check boxes to determine who

Figure 241: E-mail Options fields

receives an e-mail and when.

For example, to send a user an e-mail when she’s assigned an item, click An

item is assigned to them.

11. Click OK.

Once the TaskMerlin database is configured for e-mail (see the previous section),
you can add information for each user.

Before you begin, make sure you have the following:

®  Outgoing mail server name

m  Type of secure connection if there is one (TLS, SSL)

m  User’s E-mail account name and password

To set up yours or another user’s e-mail account, take these steps:

1.

Make sure the user’s profile includes the e-mail address.
See "Adding Users" on p. 149 for instructions.
Click the Manage menu, and click All User Profiles.

The Manage User Profiles window opens.
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Click the user in
the list, and click
the Options but-
ton.

3. Click the user in the list, and click the

Options button, as shown here.

[#, Manage User Profiles

P

& Manage user profiles

User Name Full Name E-Mail Enabled

& AmyAdmin Amy Administrator Yes

<] uMelboume Jane Melboume  jmelboume@wor...  Yes
f Lucy Lucy Limited Yes

2 Foly Polly Project Ma... Yes

2 Twolly Twolly Team Le... Yes

Login Type Miscellansous New

Administrator Own Assign Contact

Administrator Own Assign Edtt

User; Team M...  Own Assign Contact

User: Project ... Own Assign Contact Delete
User: Team L...  Own Assign Contact

Summary

4 | m

Filter: |Regular, enabled users -

Manage Permission Templates

P Options )
e |

3 Help

‘ Replicate Configuration | Close |

Figure 242: Select a user and click Options

The Options window opens.

] tem Edtor

[Ell tem Tempiats

[ Fiters
Reminders
E-Mail

@l Wiscellaneous

™ Specify [tem > | selected on login

i B
-~
ﬁ Configure options for "JMelboumne™
fathom
Login
-8 TaskMerin User
Login s Configure defaull user login behaviour
% Folder View
[ hem Gnd
] Calendar ~ Enable in-place ediing for the .
L] Quick Notes I Folder View I~ CalendarView | Garnit Chart
Forts and Col
@ Forts i Cotar ™ hem Gid I~ ttem Preview

oK CEF\EE\% | Apply Help

Figure 243: User Options window

The E-mail fields open

4. In the TaskMerlin User list, click E-mail.
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5. In the Connection fields, do the following:

In the Outgoing mail server list, select an outgoing server.

In the SMTP port list, choose the port.

In Use secure connect, leave No checked if there is none, or click TLS or

SSL.

To test the connection, click Send test e-mail.

This image shows how to complete these fields.

L (L2 |
-9
Al
b 2 Configure options for "JMelboune™
- fathom
Enter the e-mail —_| E-Mail
account’s con-
neCtiOn infOI’ma- /j Configure the TaskMeriin user e-mail options
tion here. i Connection | Authentication | Options |
alendar
- Quick Notes .
85 Forts and Colors Ouigeing ma{\lsﬁ_?v;}r JEWP-QWE‘LCDN _'J J
ktem Editor i
| kem Template SMTP port: |25 B
g g';;?ndem Use secure connection
[ E-Mail " MNo " TLS @ 550
-y Miscellaneous
Send test e-mail
0K Cancel ‘ Apply ‘ Help
s

Figure 244: E-mail settings for the user

6. In the Authentication fields, enter the user’s account name and password if
the outgoing mail server requires them, as shown here.

[ [
) s
Enter the user’s ~J| 238 conoe ootions tor -sMetsoume
account name n.. farhom
and password E-Mail
here.
/j Corffigure the TaskMerlin user e-mail options
Connection  Authentication lomlons]
] Calendar
[ Quick Notes
8§ Forts and Colors ¥ My outgoing mail server requires authentication
] tem Editor
ttem Template Outgoing mail server authentication
La] Fiters
iy Reminders
8 E-Mai Account name ]My-N:cDunt
-ty Miscelaneous Password: 1""""]
ok | cancel | sep Help
o

Figure 245: User E-mail Authentication fields
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7. 'To allow the user to be cc’d on every e-mail she or he sends, click Options, and
click CC me when | send e-mails.

This image shows these fields.

m [
Click here for A
the user to be {09  Configure options for "JMelbourme”
Cc'd when =
i E-Mail
sen_dmg an e- ) | =84 TaskMerin User
mall \\’ Login /j Corffigure the TaskMerin user e-mail options

Connection | Authertication Options

'ﬂ Calendar

-~{_J Quick Notes

-89 Fonts and Colors
¥

-

i) Reminders
E-Mail

-l Miscellaneous

W CC me when | send e-mails

QK Cancel Apply Help

Figure 246: User E-mail Options tab

Click OK to save your changes.
Repeat this procedure to set up other users.

These changes apply to the user the next time she logs in.

A Project Manager’s Guide to Managing Users and Permissions

In “Navigating the TaskMerlin Workspace” you set up the sample project “Cor-
porate Web Site” (p. 95). Now you can add TaskMerlin users who can create and
update their tasks, and you can manage their permissions.

m  Study the existing permission templates, and add new ones if you need them.

For example, you might add a template called “Stakeholder” that lets a user
see everyone’s tasks and activities (to check the status) but not edit them.
See "About the Default Permission Templates" on p. 160, "Customizing
Existing Permission Templates" on p. 161, and "Creating Permission
Templates" on p. 167.

®m  Add your users. Your users are probably the same people you created People
items for: The Web Designer, Content Writer, QA Tester, and Stakeholder.
(Since you are the site Administrator and the Project Manager, you would not
set up yourself as a user again.)
See "Adding Users" on p. 149 for details.

B Set up e-mail options for the database, and then set up the users with e-mail.
See "Setting Up Users” E-mail Options" on p. 170.

m Start assigning tasks to users. Depending on their permissions, these users can
own tasks or simply be the assignee for them.
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CHAPTER 10: MANAGING YOUR DATABASES

This chapter includes the following topics:

"About Databases," this page

"The Default Database," this page

"Creating a Database," this page

"Navigating Between Databases" on p. 180
"Customizing Databases" on p. 181

"Exporting and Importing Database Settings" on p. 184
"Backing Up the Database" on p. 188

"Compacting the Database" on p. 189

"A Project Manager’s Guide to Managing Databases" on p. 190

About Databases

The database is what you see in the TaskMerlin workspace. It contains the items,
filters, calendar, and any other things you can manage in the workspace. It
includes users, permission templates, types, and attributes. In short, if you can see
it in the workspace, it is part of the database.

Think of a database as a collection of items and settings with something in com-
mon. A database might contain items related to your work projects, while another
one contains items related to your home life, such as bills and family members’
schedules.

The TaskMerlin workspace shows one database at a time. However, you can open
and navigate more than one database at a time, and you can change the properties
of any database in many ways.

The Default Database

The first database that opens when you install TaskMerlin is the My Tasks data-
base (MyTasks.tmdb). It includes samples to use as you learn about TaskMerlin.
You can add items and settings to MyTasks to make it your own, ot you can create
a blank database for your own use. That’s covered in the next section.

The rest of this chapter explains how create, customize, and protect your data-
bases in TaskMerlin.
Creating a Database

To create a database is to create a TaskMerlin workspace of your own. You can
create a database with TaskMerlin’s default sample items, or you can create an
entirely blank database.

You can also create a database by copying an existing database. The settings and
items from the first database then appear in the new one.

This section explains how to create new databases or create them from other
databases.
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Creating a
Blank
Database

O

Click New Data-
base, and then
Blank Database.

You can create a database with only the default folders, or one with sample items
TaskMerlin includes by default. This procedure explains how to do both.

To create a database, take these steps:
1. Do one of the following:

e To create a database with examples, click the File menu, click New
Database, and click Database with Examples.

e To create an empty, or blank, database, click the File menu, click New
Database, and click Blank Database.

This image shows how.

File | Edit View Manage Tools Help

New Database 3 Blank Database... @ -
/ Open Database... Database with Examples...
Change Database... S G

-S89 LA -8B S W6 -E

Save Database As...

murals Page

- Item Type Summary
Print b j Project Documentation
Print Preview 3 'j Project Requirements Analysis
@] Event Project Kickoff
Import and Export... ] ) §
Folder Source Files
Database Properties... 2 Project Development
f Setup Wizard... j Project QA Testing
j Project Content Development
Recent Databases »  LtUs Page
tact Us Page
& Logout Map Page
Restart lan Resources Page L
Ipany Directory Page T
Exit

[=-1=.] Requirements Analysis

Figure 247: Creating a database

2. In the Save As window that opens, navigate to the folder that stores your
database.

3. 'Type a name for the database.
The default name is MyTasks.

This image shows how.

4}, Save New TaskMerlin Datsbase As @ e @
Save in: | . Databases j & £k B
Type the =) MNarne ‘ Date modified Type
i Mo items match your search
database Recent Piaces 4 ‘
name here. -
Diesktop
Computer
w
Network U] C
File name: |MyT|a|n|nngjec‘ts j Save
Saveastype:  |TaskMerin Databases ["imdb) | Cancsl
Help

Figure 248: Saving

a new database

179



Managing Your Databases

Creating a
Database from
an Existing
Database

O

4. Click save.
The TaskMerlin workspace opens showing the database settings.

You can begin adding items and creating settings. See the rest of this chapter
for these options.

When you create a database from an existing database, the new database contains
everything in the first database, but these databases become independent of each
other. In other words, changes to make in the first database do not affect the sec-
ond one after you create it.

To create a database from an existing database, take these steps:
1. Open the database you want to use for the new database.
2. In the File menu, click Save As.

The Save Database As window opens, as shown here.

5 Save Database As - o " &J
Save in: | Databases j cf B
= Marne = Date modified Type
i
Hec;ﬁaces # MyTrainingProjects 2/8/2013 216 PM TaskMerli
Desktop
Libraries
Computer
=
w
Network i b
File name: |My Speaking Engagements| j Save
Save as type: |TaskMerI|n Databases (" tmdb) j Cancel
Help

Figure 249: Saving a database from an existing database

3. In the Save in list, navigate to a location for this database.
In the File name field, type the new database’s name.

5. Click save.
The new database is saved.

6. To open the new database now;, click the File menu, click Recent Databases, and
click the database name.

Navigating Between Databases

You can open and move between several databases at once. Navigating between
databases includes:

®  Opening a database with one already open

m  Switching between open databases

When you navigate between databases, neither database closes unless you close it
yourself.
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Click File, and
click Recent
Databases.

Getting
Information
About a
Database

To navigate between databases, do the following:

To open a database you’ve recently used, click the File menu, click Recent Data-
bases, and click the database from the list that opens, as shown here.

3 MyTasks - TaskMerlin - -

File | Edit View Manage Tools Help

MNew Database b fec /; Setup Wizard @ 7]
Open Database...
X
Change Database... =
Save Database As... p e d E -
-
Print 2
Print Preview 3
Import and Export...
Database Properties...
Setup Wizard...
Recent Databases b utUs Page
t Us Page
5, Legout Map Page
Restart lan Resources Page L
. ipany Directory Page T
Exit murals Page

Elz] Requirements Analysis
:1 Functional Requirements Specification
H8& Handoff to Development
Sad Initizl Requirements Gathering
] Project Kickoff
ource Files
[#- |) Employee Directory i

Figure 250: Navigating between databases

The database opens in a new workspace.

To open a database you haven’t used recently, click the File menu, click Change
Database, and find the database in the Change Database window that opens.
To open a database, click the File menu, click Open, and find the database in
the Open Database window that appears.

To switch between open databases, click the TaskMerlin icon in the system tray,
and select the database from the list that opens.

Customizing Databases

To customize a database is to do the following:

See the database’s existing properties.
Change the description of the database.

TaskMerlin stores summary information about each database that you can view in
the workspace. The summary information provided includes:

The database’s location on your system or network (the path)
Connection properties

Configuration properties

Number of items, folders, and filtets in this database

User login information
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Adding a
Descriptive
Name and
Setting
Database
Properties

To see the database’s properties, take these steps:
1. Click the File menu, and click Database Properties.

A window showing information about the database opens.

Database Properties @éj

"'a'-ﬁ Database Properties
%I

Database Path: C:\Karen'_Back Up“Clients and Projects’ Taskh .
Local Connection

[Configuration]
Shared Mode
Web locking is off

m

[ttem Summary]
56 tems
17 folders

[Fiter Summary]
5fitters

[Computer Summary]
KARENMNG-PC: Logged in
AmyAdmin last logged in on 2/8/2013 5:14:18 AM
Armufdmin laet lnanad rt an 2/2/3017 4-R3-2R PM
Fl nm 3

Close | Help |

o "

Figure 251: Database Properties window

2. When you finish reading the information, click the Close button.

You can add a description to the database. The description then appears in the
title bar of the workspace, but it does not rename the TaskMerlin database file
itself.

For example, if the file name of your database is MyTasks.tmdb, but you also add
a name here, the file name does not change, but the new name appears in title bar
of the workspace.

You can also change how often the database refreshes across the network or if
files are locked over the Web when in use.

To set these database properties, take these steps:
1. Click the Tools menu, and click Options.

The Options window opens.
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2. Find Database in the list, and click the plus sign to open it.

Click here to open
the Database list.

3.
Click General
here.

4,

5.

This image shows how.

A (A=
e
7“:'*% Configure options
B fathom
Login
% tem Editor -
fiem Template s Corfigure default userlogin behaviour
o Fiters
Reminders
E-Mail Enable in-place ediing forthe ..
@ Miscellaneous I~ Folder View I" CalendarView [ Ganit Chat
3 Windows User - -
T\}t 3 Detabase ftem Grid tem Preview
{5 General
&) Date and Time %
_;‘.J Schedule 3 ™ Speciy |tem ~| selected on login
3| Rules
) EMail
i~ Outlock
P4 Recurand Repeat
[B# Field Input
ABF Spell Checker =
oK Cancel | Aoy | Heb |

Figure 252: Adding a descriptive name to the database

In the list that opens, click General.

The General fields open, as shown here.

" s
fathom
General
8| tem Editor Al
= emplate | % Cortigure the general database options
hers =
8 Reminders
a IE{ME‘"H Descrption: [Projects and Tasks
scellaneous
muws User
- ;a;::;l Network database sharing
&) Date and T
Qr;jsm:.:le e W Auorefresh [15 =] minutes after changes have been made
6) Rules 7
) EMail I™ Web Locking { cloud storage, Web Folders or FTF Servers only )
(& Outlook
P4 Recur and Repeat
[E4 Reid Input
g Spell Checker |
oK Cancel | Aply | Heb

Figure 253: General fields of Database Options

In the Description field, type a brief description.

For example, you might enter the description for your MyTasks database of

“Joe’s Tasks.”

(TaskMerlin network users only) In the Network database sharing section, do

the following:

* To make sure the database updates the workspace periodically, click the
Autorefresh check box, and type a time interval, such as 15, in its field.

* To lock files across the Web, click the Web Locking check box.
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0.

New descrip-

tive name

appears here.

Exporting
Database
Settings

O

Click OK.

If you changed the description, the description appears in the title bar, as
shown here.

%, Projects and Tasks - TaskMerlin - -

File it View Manage Tools Help

@ Refresh |Z] Quick Notes | # Setup Wizard @ Tip of the Day @ -

Folders O X | Items | Gantt Chart
@ e[St 8-S 2 E -8 84
S®EN| Corporate Web Site = (| Ttem Type Summary
DEVE|0D!“EHt j Project Documentation
QA ?s:':'g off 0 OA 21 Project Requirements
A& First Handoff to Q [H] Event Project Kickoff
L[5} Test Plans y
¥ Testing Phase 1 W Folder Source Files

Figure 254: Database name in Title bar

Exporting and Importing Database Settings

You can copy another database’s column settings, custom types, and user options
to your database.

To import column settings is to import the columns and their order as they
appear in the first database’s Item Grid.

To import custom types is to import all types a user has added to the database.
This includes custom Item, Status, Context, Priority, and Impact types, plus
any other types created in the first database.

To import user options is to import any settings the user has configured. (To
see which options these are, click Tools, click Options, and look at the options
in the TaskMerlin User section of the Options window.)

You can import some or all of these options. First, however, you must export the
same settings from the first database. The following sections explain both export-
ing and importing settings from one database to another.

When you export a database’s settings, you save the settings in a .tms file. This
section explains how to create and save the file. The next section explains how to
open the file to import the settings to another database.

To export database settings, take these steps:

1.

Open the database with the settings you want to copy (export).
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2. Click the File menu, and click Import and Export.
The Import/Export window opens.

-

#, Import/Export

@ Import or export data

.

23 |

Choose an action to perform

Description
po
i Import Summary and Content
E’ngol;tt ﬁeﬂlngs information from the clipboard as
Expgrt Stz;tnisngs new TaskMerin tems

oK | Cancel
Figure 255: Import/Export window
3. Click Export Settings.
This image shows how.
[ #, Import/Export P | 1
. @ Import or export data
Click Export {
Settings.
Choose an action to perform Description
\ :mssﬁ gi;tnisngs Export user settings
ort tems
oK | Cancel

Figure 256: Export Settings option
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Importing
Database
Settings

O

4. Click OK.
The Export Settings window opens, as shown here.
[ i#, Export Settings l ? iz-r

6 e

Choose settings to export:
W Columns
W Custom Types
W Options

Export Cancel |

Figure 257: Export Settings window

5. Make sure the options you want to copy are selected, such as Columns, and
click Export.

The Save As window opens
6. In the Save As window, do the following:
a  In the Save in list, find a location for the .tms file.

g In the File name field, type a name for the file.

h Click Save.

9 In the Settings Have Been Exported Successfully window that opens, click
OK.

Your settings are saved and are ready to be imported into a different database.

See the next section for instructions on importing settings.

Before you can import settings, you must export those settings from another data-
base to a .tms file. For instructions, see "Exporting Database Settings" on p. 184.

To import settings to a database, take these steps:

1. Click the File menu, and click Import and Export
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2.

3.

Choose which
options to
import here.

In the Import/Export window that opens, click Import Settings, and click OK,

as shown here.

4, Import/Export

|-

@ Import or export data

Lo

Choose an action to perform

o
Impart Settings
Export tems

Export Settings

Description

Import Summary and Content
information from the clipboard as
new TaskMerin tems

Cancel

Figure 258: Import/Export window

In the Import Settings window that opens, select the options to import, and

click the Import button.

This image shows how.

i#, Import Settings l ? iz-]

@ Import managed settings

.

Choose settings to import:
W Columns
W Custom Types
W Options

Import |

Cancel

o

Figure 259: Import Settings

Note

the same setting from the other database.

Remember that you cannot import a setting, such as Columns, if you did not export
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4. In the Open window that appears, use the Open list to find the file, select the

Select the file
with your

file, and click Open, as shown here.

# Open

() [ « Userbuidelpdate Q12013 » Databases BN E

Organize v New folder

o Name Date mod

“| Recent Places

18 Downloads

exported set-

P | | CarcerSettings.tms

_Back Up
TaskMerlin_Andr

2/8/2013 2:32 PM

ified Type

TMS File

tings.

i Libraries
% Documents
o Music
&) Pictures
B videos

n

% Computer
£, mosz0woc (C:

f'\ BD-ROM Drive (T _ I C

~  |settings files (".tms) -
eI

File name: CareerSettings.tms

Figure 260: Opening the Exported Settings file

5. In the Import Settings confirmation window that opens, click OK.

The settings are imported and your workspace includes the changes.

Backing Up the Database

You can preserve a copy of the database by backing it up periodically.
O To back up the database, take these steps:

1. Click the Tools menu, and click Backup Database.

This image shows how.

fJ Projects and Tasks - TaskMerlin — - — — — -
File Edit View Manage | Tools | Help
H Refresh |§] Qui Backup Database... @ -
Click Tools, and 9 = S s
l. k B k Compact Database...
clic ac Up B Install to USE Flash Drive... ST
Database. v, .Eﬂ--::w_.go L-B- 8 8 0-B]E
4 ptions...
444 Summary
j Project Documentation
N doff j Project Requirements Analysis
. First Handoff to QA “’J] Event Project Kickoff
] TestPlans
5] Testing Phase 1 A Folder Source Files
] Testing Phase 2 = Project Development
Documentation j Project QA Testing
Content Development j Project Content Development
; [2] Draft Text for About Us Page

Figure 261: Backup Database menu item
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2. In the confirmation window that opens, click OK.

The Backup Database As window opens.

i#, Backup Database As " 2 o &J
Savein: ‘ Documertation Database j of B~
s Name . Date modified Type
B
ey :5 MyTasks 2/8/2013 223 PM  TaskMerlin Dat...
Recent Places
Diesktop
Libraries
Computer
A
“
Netwark s n C
Fie name [y Tsks backup ] - save |
Save as type |TaskMerI|n Databases ["tmdh) j Cancel
Help

Figure 262: Backup Database As window

3. In the Save in list, navigate to the location for the backup.

In the File name field, type a meaningful name for the backup file. For exam-
ple, use the database’s name and add the date, such as MyTasks_July132011.

5. Click the Save button.

The Backup Database confirmation window opens. This window shows the
name and location of the backed-up file.

Backup Database

=

i O 1 The current database has been successfully backed up to:

"C:\Karen'_Back Up\Clients and

cumentation Database\MyTasks.backupl.tmdb”

Projects\TaskMerlin_AndrewMacDonald\UserGuideUpdate_Q1_2013\Do

Figure 263: Backup Database confirmation window

6. Click oK.

TaskMerlin restarts and the working database opens again.

Compacting the Database

Compacting the databases compresses database files so that TaskMerlin runs
more efficiently. This section explains how to compact your database.

When you compact the database, TaskMerlin restarts as part of the process. Make
sure no other users are logged in to the database before you compact it.
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1.

To compact the database, take these steps:

Database.

This image shows how.

In the database you want to compact, click the Tools menu, and click Compact

i#, Projects and Tasks - TaskMerlin S - —— - e -
File Edit View Manage | Tools | Help
@) Refresh |Z] Quick N Backup Database... y @ -
. - Compact Database...
Click TOOIS, and Folders Install to USE Flash Dri I} Gantt Chart
I. k Com act B = INstal {u] asl TVE... - —
clic pact — 77 3 L@ e -8l e, X -8 - S Y& -]
;g Options...
Database- [=] Corporate Web Site e g summary
Development = Project Documentation
: QA Fs:r}'_‘g ot 0 0 =H Project Requirements Analysis
. TZ:t F‘Iaa:sn Q f'?] Event Project Kickoff
ﬁ Testing Phase 1 |/ Faolder Source Files
.. &3] Testing Phase 2 2 Project Development
5 Documentation = Project QA Testing
Content Development j Project Cantent Development
5] Draft Text for About Us Page
) Draft Text for Contact Us Page
Figure 264: Compact Database menu item
2. In the Compact Database window that opens, click OK.
. Compact Database &J
Click OK.

N

B The current database will be compacted. Make sure
" no other users are currently accessing the database.

Merlin will restart during this operation.

o

A

Figure 265: Compact Database confirmation window

3.

TaskMetrlin restarts.

In the confirmation window that opens, click OK.

A Project Manager’s Guide to Managing Databases

Here are some suggestions for protecting your project database and keeping it
running efficiently.

m  Back up the database periodically the capture and store the information in it
at that time.

To keep the database running efficiently, compact the database frequently,

especially if you are working across a network or the Web.

If you have archived a lot of items, export the archived items to a spreadsheet

or to a new TaskMerlin database as a way to store the items without keeping
them in your working files.
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