Lesson 8. How to create a team list

When you company go up, it’s reasonable that more and more new colleagues appear. You have to involve
them in company workflow. As usual VIP Team To Do List will help you. It allows you to create a list of team
members, store the information about them and assign them to accomplish required tasks.

How to create a new resource

 Vip team to do list [C:\Program FilesWIP Quality Software\IP. Team To Do List\Data\demo.vpdb] TO start Workl ng Wlth resources
. File Wiew Tasks Categories Resources Tools Help SEIECt Resou rceS tab
B E - N P : 7] @ Default Resouy | g . EQ ER ER .
Tasks Iis_
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Mame » E-Mail - Address » Phone » Job Title w
Jonh johni@aol. com MY, 5 Queen Road, apt, 3 4557455 developer
Smith smith@yahoo.com 1234574 Developer
Chaplin chaplin@web.de Y, Sth Road 7548124 Developer
[T ailor tailor -s@aal,com 7th Road, apt, 2 1478523 Developer

Select Resources tab

o Vip team to do list [C:\Program Files\VIP Quality Software\VIP Team To Do List\Data\demo.vpdh] TO Create new resource CI ICk on
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Tasks st | Resources
Marmne v E-Mail v Address v Phone v Job Title: w

Jonh johni@aol. com MY, 5 Queen Road, apt, 3 4557455 developer

Smith smith@yahoo.com 1234574 Developer

Chaplin chaplin@web.de Y, Sth Road 7548124 Developer

fTailor tailor-s@aal.com 7th Road, apt, 2 1478523 Developer

Click on “‘New Resource’ button
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| Marne v E-Mail v Address v Phone v Job -
|3anh johni@aol. com MY, 5 Queen Road, apt. 3 4557485 developer
meith smith@vyahoo.com 1234574 Developer
jChapIin cha_glin@web.de MY, Sth Road | 7548124 _Developer
| Tailor tailor-s@_ aol:com ?_th Road, apt. 2 1478523 Dvloer

Create Resource

General

Mame: ;Stone
E-Mail: E"Stone@yahoo.com
Address: rNY Sith Avenue
Phone: |1782336
Job Title: '_Developer
Depatirert; [Developmert
Other zettings
FTP File Name: |

Using thig field to etting name of
file with To-Do lists of the resource

[ »ok | [ 3 Cancel |

Enter Resource information

How to edit a resource

Resource information may be changed, for example resource John changed his address. To edit existing
resource information click on ‘Edit Resource’ button on Resources toolbar, press ‘F4’ key or double click on
required resource.



] Vip team to do list [C: ram, Files\IP Quality Software\VIP Team, To Do List\l

: File View Tasks Categories Resources Toals Help
iIR-@ =, B Y | D@ @@ L] @ DsfautResoud X

Tasks list | Resources

Drag a column header here to group by that column

Address Job Title
Jorh john@acl.com MY, S5 Queen Road, apt, 3 45¢
Smith smithi@vahoo.com 1234574 Developer
Chaplin chaplin@web.de I, 5th Road 7548124 Developer
Tailor tailor-s@aol.com 7th Road, apt. 2 1478523 Developer

Click on “Edit R@urce’ button on Resources toolbar

“-\I’ip team to do list [C:\Program Files\VIP Quality Software\VIP Team To Do List\Data\demo.vpdb] Enter reqUired Changes and CI |Ck
: File Wiew Tasks Categories Resources Tools Help ‘Ok’_
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| Tasks list | Resources ]

Drag & column header

Narne: | E-Mail 5 | Address Ll Phone Ll Job Title |
Jonh . |jm@aol.cﬁm MY, 5 Quee-l.ﬂ.Rﬁad, apt, 3 4557485 developer
Smith smith@yahoo.com 1234574 Developer
Chaplin chaplin@web. de MY, Sth Road 7548124 Developer
Tailor |tai|0r-s@ao|.com 7th Road, apt. 2

Edit Resource

General

Mame: |J0nh

E-Mail: | johniEacl.com

Address: |NY, 2 King Avenue, apt. 13

Phone: | 4857485

Job Title: |deve|0per

Departrient: | Development

Other zettings

FTP File Name:

Using this field ta setting name of
file with To-Dia lists of the resource

[ vok | [ % concel |

How to delete a resource

To delete existing resource you should select it and click on ‘Delete Resource’ button on resources toolbar or
press ‘Del’ key. Click “Yes’ to confirm or ‘No’ to cancel.

 Vip team to do list [C:\Program Files\VIP Quality Software\WIP. Team To Do List\Data\demo.vpdb]

i File View Tasks Categories Resources Tools Help
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|| Tasks list | Resources ] Delete Resource
Drag a column ki g raup by that calurn
Mame v E-Mail » Address » Phone » Job Title v
Jonh |]'0hn@ao|.c0m MY, 5 Queen Road, apt. 3 4557485 developer
Smith smithi@yahoo. com 1234574 Developer
Chaplin chaplin@web.de MY, Sth Road 7548124 Developer
Tailor Lailor-s@anl. com 7th Road, apt. 2 1478523 Developer

Select resource and click ‘Delete Resource’ button on Resources toolbar



 vip team to do list [C:

\Program Files\VIP Quality Software\VIP Team

: File Yiew Tasks Categories Resources Tools Help

o Do List\Data\demo.vpdb]
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Tasks list Resources

Drag & column header here to group by that column

Hame E-Mail Address Fhane Job Title: ¥
Jonh o . |john@ao|..co-|.'ﬁ"m i\l\’, 5 Que-é.l.-nuliéat-:l, apk. 3 4557485 developér_ - i
Smith @ ahoo. com 1234574 Developer
Chaplin chaplin@web. de I, 5th Road 7543124 Developer
Tailor tailor-si@acl.com 7th Road, apt. 2 1478523 Developer
Stone stone@yahoo.com MY, 5-th Avenue 1782396 Developer

Are you sure you want ko delete this resource?

‘Stone’
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Click “Yes’
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