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Project Explorer A pop-out window used
to manage projects, focuses and
associated project documents. Shows the
Outlook artifacts (mail, appointments,
contacts, tasks, journal items, notes, posts)
associated with a project.
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My Organizer An added folder view that RN T —
combines the default inbox, task view and [
calendar views into one window. Shows the
Organizer Custom Task Pane on the right.
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Calendar View

My favorite view, leaving this view up while
working reduces e-mail distractions. And
focuses on task lists, e.g. tasks today in the
To-Do bar and filtered lists in the Organizer
Pane.
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Manage by Mindmap. See your project
graphically, quickly create sub-tasks, drag
and drop tasks to a new parent, focus on
sub-task trees, see what people are
working on, act on overdue tasks, view
associated project documents and much
more.
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Reading an email - Ribbon Menu ; ;
Buttons Added buttons for the email e ‘;'g@%'f*%"*J =
object to facilitate assigning a project, i S —
creating a task to execute later, and/or
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Composing an email - Ribbon Menu (o — = —
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Attach Attach Business Calenda
File Dtem Card~

Buttons Added button for composing a
new email to faciliate the creation of a task
used to follow up on a delegated action.
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Mail Compose Organizer Ribbon
Additional button to facilitate creating a E
follow up action for a new email. Especially
usefulto help assure a delegated task gets
accomplished.

Managing a Task - Ribbon Menu
Buttons Added buttons for assigning a
Project or Focus, creating an email or
calendar event for the associated task.
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Calendar Item - Ribbon Menu Buttons

Added buttons for assigning a Project,
creating an action/task, or finding an open

conference room

eduling

Manage AppointmentOrganizer Ribbon
Additional bultons Lo assign a Project, crealea Lask
.| orFinda conference room.

Journal Item - Ribbon Menu Buttons

Added buttons for assigning a Project or

creating a task associated with a journal

entry. | e Clpsw [ st A tsebr g oyt AT
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item or create a task associated with the Journal
entry.

|
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Contact Item - Ribbon Menu Buttons

Added buttons for assigning a contact to a
Project or creating a task associated with a

contact.
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Manage Contact Organizer Ribbon

Additional buttons to assign a Projectto a contact [———————p
or create a task associated with the contact.
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Timecard Timecard analysis function [ Timecard ] i (=
based on categorized/project assignments —_ -
for appointments Sunday . Mach 01,2009 G+ “Sunday . Aedl 19,208 B+
[] Time Reporting Projects Only Include Only Busy Status [ Include 24h Events
Project 3/1/2009 3/2/2009 3/3/2009 34/
000010 - Personal Projects 450 225 1.50 225
000200 - Ceptara Admin 0.00 0.00 1.00 0.00
000210 - Marketing 0.00 200 0.00 200
000302 - Fireshield Engineering 0.00 0.00 0.00 0.00,
000315 - ASMR LSS 0.00 0.00 0.00 0.75
000320 - SEAP Class 0.00 0.00 0.00 0.00,
000350 - Personal Coaching 0.00 0.00 0.00 1.00]

-Totals 450 4725 250 6.00
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Project Statistics
Quickly view important statistics about a
project or all projects
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(& Project Statistics - [=E
Al Projects
Metic Vae Type  Obect Description
[E¥Projects Count 27 Count Project The # of active projects
] Master Tasks Count 1050 Count  Task The  of active tasks without a dus date
(7] Daily Tasks Count 230 Count  Task The # of acive tasks with a due date
[l categores: (rone) Court 00 Cout  Task The & of active tasks without a project or focus speciied
[l Scheduled Tasks Count 210 Cot  Task Active tasks that are not started and have a dus date
]in Progress Tasks Court 30 Cout  Task Active tasks that have = status of n Progress’
=] Patially Complete Tasks Count 00 Cout  Task Active tasks that have a ‘completed % greaterthan zer
] Watting Tasks Count 00  Count  Task Active tasks that have a status of Waiting on semeene ek’
7] Task Wat Time Average (days) 0D  Avemge Task Aversge # of days tasks that have  status of Watting on someane slse
7] Task Wat Time Maximum idays) 00 Maximum Task The masimum # of days tasks that have = status of Wating on someon|
(] Deferred Tasks Count 00  Cout  Task Acive tasks that have @ status of Deferred’
[ Past Due Tasks Court 4D Count  Task Active tasks that have = due date that has passed
[ Tasks Average Over Dus Time (days) 10 Average  Task Aversge # of days past dus tasks are from ther original due date
] Tasks Maximum Over Due Time (days) 1.0 Maximum  Task The maximum # of days a speciic past due task s from s original due ¢
[Z]0n-Time Tasks Count 190 Count  Task The number of Daiy Tasks that are not past due
7] Parent Tasks Court 20 Count  Task Active tasks that have one or mare sub-tasks inked to them
| Day Task Close Riate Average {days) 26 Averags  Task The averags # of tasks completed on days whers tasks have been mar
5] Taskc Closure Corfidence Ratio 763 Rao  Task The of tasks that can be closed within the Task Horizon divided by th |
(] Task Horizon (days) 6680 Count  Task The number of days between Today andthe mast future task due date
7] Task Closure Capacty 17552 Count  Task The  of tasks that can be closed within the Task Horizon
[Ecalendar Events Count 325 Court  Apponiment The number of appointments in the default calendar categorized to the £
[ECentacts Count 1258 Count  Contact  Thenumberof contacs in the defaut folder categerized to the project
B Joumal tems Count 84 Count  Joumal The number of jouml entries in the default folder categorized to the proj |
[ Messages Count 23 Cout Ml The rumber of messages inthe default inbox categorized to the project
] Hotes Court 1 Cont  Note The number of notes in the defaut folder categorized to the project
[ Pests Court 0 Count Past The number of post items categorized to the project
< I | G
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ToodleDo Integration
Tasks can be sync'd with the ToodleDo
service. Updates in Outlook or via the
ToodleDo website and/or supported tools
will be updated for each connected client.
For example, add a task via the supported
iPhone application & it will show up in
Outlook with the Project and Focus
assigned.
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Connect to ToodleDo Service % - Iﬁ
ﬁ ||:| j Sign Up...
Ceptara Organizer 2007 supports synchronizing and collaboration with the
ToodleDo service. Synchromize your tasks, projects, focuses, etc. so that they are
available via ToodleDo's website or tools. Collaborate with others by entering your
login e-mail and password, and ‘Establish Connection”. Release the connection to
stop syncing.
Connection | Configurstion | Intemet Settings
Current prefile: Demo
User Login:
Password:
[ Show Password
Establish Connection Release Connection
Connected Outlook profile name:
Connection Status:  Not Connected Last Updated:  1/1/1970 12:00 AM
b =
[19]
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