Start Up Guide

Dear User,

Here are 10 steps for you to save time and get the most of VIP Organizer.

€ VP Organizer [C:\reviewersguide.vpdb]

Step 1. Make a list.

Imagine that you are a software
reviewer who wants to review
VIP Organizer. You start the
application and create a new
‘VIP’ category in your to do
list. It takes you five minutes to
write down things you should
do, listing each task under the
category.

To add a task to the

list use ‘Create Task’
button, double click

on empty workspace
or Ctrl+Alt+A.

Step 2. Prioritize the tasks.
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Step 3. Set the due date.
To avoid wasting time, you
should manage it efficiently, | Gee [Reminder | Hypetin
otherwise you risk failing -
your editor. VIP Organizer

Ifo

Download evaluation copy of WIP Organizer

. Priciity: | <& L k Cat - VIR
lets you set deadlines and || ™" b i -
- ares;
recurrence if some of your
tasks repeat day after day.
Once the due dates are set
the program WI||hShOW yOE status: [ Open B Completezt [0 =0
at any moment how muc
time i}s,/ left lDue dete
. (%) Once 21.11.2005 w | 154227 -
() Recurence M . BHDESF': 2?_?5': Bb
1 2 3 4 5 B
78 910111213
14 1516 17 18 19 20
recurrence of a task 28 29 30
H Hint:; L h Chrl+
use TaSk D|a|Og. suLlr?ttch Eeetiv;;trl'u:ﬁaggs o v

Step 4. Group the tasks.
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Step 5. Sort and Filter the tasks.

VIP Organizer offers you an advanced system to sort your | riesea CEY<)
tasks by several columns simultaneously (use SHIFT in | ritersypone:

this case) and filter them by dates, time periods and
done/undone. Use these features to display in various
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To sort and filter tasks use columns sort markers
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Step 6. Set reminder.

To set reminder | There
use Task Dialog | IS NO
chance

for you forget about writing
VIP Organizer review. You
can set reminder to pop up a
message on the screen,
wake you up by sound or
send a task to you or your
contact by email (you can

send a task as a message to a mobile phone as well).

Step 7. Export To Do List view

If your editor or any other € VIP Organizer [C:\reviewersguide.vpdb]

human resource doesn,t use E View Tasks Categaries Tools Help

VIP Organizer yet, there is an | | newDatabase ...
easy way to report your task list * [ openDatsbase ...

M| Save Database

in various layouts. You can

Save As...

export your To Do List view to Save Copy s ..
Excel, Text, HTML, XML or Impart
CVS format. Export
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To export To Do List = Print
view use menu File 1] Exit
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Step 8. Use Hyperlink.

A good review isn’t written in a day. The most time-consuming things are
gathering your thoughts together and finding appropriate document among all
the reviews you have written. VIP Organizer saves time and features
Hyperlink option so that you can open files right from your todo list.

Edit Task [X] :
o To link task
General | Reminder | Hypperdink | [nfo to a fl Ie use
DocumentAJAL: Hyperllnk in
C:reviews'wviphorganized doc E] TaS k D| al 0] g

Step 9. Track the tasks.

VIP Organizer shows you how much work you have already done and how
much is left. It is a good thing for when your editor calls you and asks
whether the review is ready if you can tell him something like “it’s 65%
ready” or “no, | put it on hold”.
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Step 10. Send task by email.
Options g

General | Appearance | Tagks List SMTP

It would be very nice if you
could notify us about VIP
Organizer review publication.
First of all you (or your

Hast:

Port: 25 4 o ¥ | [Default 25)

Autheriication: [ Login 3 system administrator) should
User set SMTP in menu Tools.
S Then after filling out our PR
Sender Name: department e-mail you can
Sener E-ai notify us within a single

mouse click.

[ wox | [ Cancd | To send task by email
set up SMTP option in
menu Tools and then

Thank you for your interest in our products, use menu Tasks

VIP Quality Software Team



