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Tasks, Templates, and Task Lists

Have you ever missed a deadline or opportunity because the sticky note glue gave out
and the sticky note ended up on the floor?

Keeping track of your to-do items, docket, order of the day, agenda, lineup or whatever you call your busy schedule, can
be easily managed by using GreenFolders tasks. Creating a task directly from the folder, either for you, or other
GreenFolders users or groups is quick and easy. The Home Screen provides one location to view tasks to keep you
informed and on track!

Viewing Tasks

There are two different tabs on the Home Screen labeled Tasks and Group Tasks. The Tasks tab displays a list of all
tasks, assigned to you, that are not completed. The Group Tasks tab displays a list of all tasks, assigned to a group that
you are a member of, that are not completed. To view a task, double click it or right mouse click on the task and choose
Open from the menu displayed.
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| Folder Name | Task Duz Date TaskName | Folder Assignaa To |TaskSttus  TasiAssignedTo | Task Compieten
12/4/2013 (2 items).
- v e i @
E Deann New Deann i
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The corresponding folder opens and the task is displayed on the Tasks tab. The details of the task are displayed on the
right hand side of the Tasks tab and any notes associated with that task are displayed at the bottom of the Tasks tab.

Drag a column header here to group by that column. LQH;H![E ‘ ) ‘
Wi g oxienersigl| il vyl o R SRR Pt
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~ Call Agent regarding Offering of Home Agministr... 12/27/2013.. l Task Status: [ In Process | ~ JTask Priority: | High |
* Clearing-Order Payoff an 1st Mortsage Administr. 12/5/2013 5. Task Name: | Order Termite Inspection
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Call the agent back Deann  12f6/20135. New  DeAnn ] Due bate: [Rfapma ] [>s07 [ -] Allow Reassignment- ¢
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The inspector is Joe Green. He will be thei ion on a1 2:00, Seller is aware. Joe will email the invoice once the inspection has been completed. e
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When the task has been finished, mark the checkbox in the Complete column to indicate the task has been completed.
After you click “Save” to save the changes to the folder, the task is removed from your home screen, and an email
notification will be sent to the user who assigned you the task. Once removed from your Tasks or Group Tasks tab on the
home screen, the task remains in the folder for future reference.

Creating Tasks

To create a task, open a folder and click the “+” next to the Tasks tab. Tasks (20)
The Create Tasks window is displayed. @ =

Free Form Tasks

Create one or more tasks on the fly! Type in a Task Name, set the Status and Priority, etc. When you are finished setting
up the task, click Create. You can add additional Free Form Tasks at any time by clicking the “+” located to the right of
Free Form Tasks.

[= Free Form Tasks
¥

[= Task Templates
Prepare Title Commitment
Clearing-Order Payoff on 1st Mc
Clearing-Order Payoff on 2nd M
Order Termite Inspection
Clearing-Satisfy Exception Ne.
| Recnrdine-Pleass undats Comm

Task Status: | New + | Task Prionty: | Mormal

Task Name: | Type the Reminder or Custom Task Mame here
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Task Templates

[=l Task Templates
. . . Prepare Title Commitment
You can quickly add and assign common tasks to a folder by selecting one or more Task [¥| Clearing-Order Payoff on 1st Mc

Templates. Templates, created by the GreenFolders administrator for your company, may % O e T e
include predefined task names, due dates, task assignees, as well as any additional
instruction or details specific to eachtask. el nmiiane n

Task Lists

=l Task Lists
I =12 I
Create multiple tasks at once by clicking on the Task List name. A Task List, also created ¥ Schedule the closing for #45e

. f : |¥| Funding-Please fund and Dist
by the GreenFolders administrator for you company, is simply a named list of one or more % Order Termite Inspection

Task Templates. Create all Task Templates that reside beneath a Task List by selecting || Prepare Title Commitment
. . Recording-Off Hold Please Re
the entire Task Lists. | Clearing-Order Payoff on 1st

|| Clearing-Crder Payoff on 2nd

. . . 1| R ding Task List
Note: You can add any combination of Free Form Tasks, Task Templates, or Task Lists. e

To complete creating the new Task(s) and view on your home screen, you must click
“Save” to save the change made to the folder.

For more information regarding this Leaf of Knowledge, please contact a member of the
GreenFolders Support Team at 801-747-2132 or GFSupport@GreenfFolders.com.
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