Quickbase LD TasK management app

For Program Planning and Management
- Page 1 of 1 -

Objective
The objective for today’s training is to give you a basic understanding for how you might use this application and to get feedback from you about how we can improve it.
QuickBase URL: http://tinyurl.com/taskmgt
Agenda
· Overview of the QuickBase dashboard and the app functions
· Q & A
· Opportunity for participants to try out the app
Purpose of the app
· Providing consistency of project milestones.
· Providing a consistent format all units can access.
· Promoting transparency between designers, managers, and program managers.
Sonya Woods, IT Consultant – training  

szw151@psu.edu
Natalie Harp, IT Consultant – documentation 
nfh102@psu.edu
Jeanette Condo, Programmer 



jxr123@psu.edu
Heather Dawson, Instructional Designer 

hmd13@psu.edu
Please send feedback to:

L-WCLDIT-Consulting@lists.psu.edu 

The Dashboard

Your dashboard is what you see when you first log in. It gives you a picture of what is going on and what you’re supposed to be doing this week.
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Explanation:
1)  Tool Bar: This bar displays all the tools available for this application.

2) Current Projects: Shows all the projects that you are involved with (on the delivery team).
3) Weekly Outlook: Shows tasks for all projects that are due within the next week.

4) Overdue Tasks: Tasks for all projects that are overdue.
5) Left Menu: The left menu provides links to all the reports available to you and separated by category. (Many of these reports can also be found under specific tools on the Tool Bar.)

Project Reports

Viewing - To see all the tasks associated with a particular project, you click on the eye icon next to the project name. That will take you to a screen that shows all the project task, but it will have scroll bars, so to view the full report, click on the Full Report button at the top left (see left image below). 
Manipulating the data - You can manipulate the project data by hovering over any of the column headings and choosing one of the sort options that comes up. You can also use that same technique to hide or add columns.
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Printing as a spreadsheet - Clicking on More at the top right will give you a drop down menu with various print options one of which is “Save as spreadsheet.” If you choose that, QuickBase will launch Excel and create an Excel spreadsheet with the project data.
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Completing (or communicating about) tasks

To mark a task complete, first edit the task by choosing the pencil icon (the eye icon is for viewing a task or project).
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This is the screen you get once you click Edit:
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1) Check the Complete box

2) Fill out the Actual Completion Date
3) Add any notes if desired, and 

4) Upload a file if desired, and 

5) Save the task record. 

NOTE: To communicate about a task, you can just edit the Notes area and save the record.
Adding a File
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You can add a file to a task by following these instructions:
1) Fill in the project name from the drop down menu

2) Put in the file name (title)

3) Add the file description (spreadsheet, document, image, etc.) 

4) Click on Browse to choose the file you want to upload, OR

5) Include the URL of the file (for instance, a Google doc).

NOTE: You can also add a file under the Files tab by choosing the New File button and following the instructions above.
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