Start Up Guide

Dear User,
Here are 8 steps for you to save time and get the most of VIP Simple To Do List.

Step 1. Make a list.
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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, otherwise you risk
failing your editor. VIP Simple To Do
List lets you set deadlines and
recurrence if some of your tasks repeat
day after day. Once the due dates are set
the program will show you at any
moment how much time is left.

To set due date and recurrence
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Step 4. Group the tasks.

When you deal with dozens or
hundreds of tasks daily you need
to quickly group your tasks by
dates, categories, etc. VIP Simple
To Do List lets you gather your
tasks into groups (even included
one into another) within a mouse
click.

To group tasks
drag and drop
columns onto
space above the
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Step 5. Track the tasks.

VIP Simple To Do List 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 6. Sort and Filter the tasks.

VIP Simple To Do List offers you an advanced system to sort |seses CE
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Step 7. Set reminder.
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Simple To Do List review. You can set
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screen, wake you up by sound or send a
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EMat fo@vip qualtsoft com v as a message to a mobile phone as well).

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 Simple To Do List saves time and features
Hyperlink option so that you can open files right from your todo list.
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to a file use
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Thank you for your interest in our products,
VIP Quality Software Team



