Using Toodledo
to Store, Plan, Track and Accomplish Tasks and Projects

General Concepts regarding using the Master Task System

The difference between tasks, appointments, and projects

A task is single activity that may or may not have a due date on it.

An appointment is an activity that has a date, a start time, an end time, an
agenda,

and a stated purpose.

A project is a series of planned out deliverables and tasks with a due date and a

goal.
Characteristics of the Information Transfer Form (ITF)

The Information Transfer Form (ITF) is designed to keep track of random thoughts
you have during meetings or when you are concentrating on completing a
project. These random thoughts are unrelated to what you are working on at the
moment. This allows you to keep track of them and not forget them.

Print the ITF on both sides of the paper. Information written on blank sides of
paper tends to get lost.

General guidelines for the Master Task Success System

The Information Transfer Form can be downloaded in paper format from the
website www.TotallyAccountable.com

When printing the ITF form, print it on both sides of the paper. This cuts down
on losing information on the blank back-side of paper.

A copy of the Information Transfer Form should be brought to all meetings to
keep track of all thoughts, unrelated to the meeting, that come to you during the
meeting. These tasks get entered into the Information Transfer Form as soon as
possible, unless completed.

Tasks should be written down and should be entered into the Information
Transfer Form as soon as you think of them.
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. If there is a deadline date for the task to be done, that should be written with the
task itself.

- Put any tasks delegated via an e-mail into the Information Transfer Form as
soon as possible.

- Do not write on the back of a piece of paper that was not intended to be written
on. The Information Transfer Form should be printed on both sides of the paper.

- Tasks should never be rewritten unless there is a good reason to do so.
- Tasks are not appointments. Tasks should never go on a calendar or in a

calendar section. This eliminates having to move a task in a calendar if it was
not completed.

Create a recurring SPA appointment at the end of each business day.

All employees, who have discretionary control over their time, should utilize
this Master Task Success System.

uidelines for Writing Task ing Electroni Vi
During the day, when you are not working concentrated on a project or in a
meeting where you would use the ITF, enter tasks and projects into your smart
phone immediately

1. Go to toodledo.com and create a free account. You may also choose to
download the app to your phone.
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2. Create Folders for the 6 Core Categories
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Folders are a convenient way to organize your to-do list. You can use folders to keep track ot ditterent projects, or keep work-related tasks
separate from personal items. If you archive a folder, and it contains no active tasks, then it will be hidden from view. More Info

If you are using our collaboration tools, the 'private’ checkbox will hide those tasks when collaborators view your workspace.

Organize Folders

o
+ @ Date Specific Business ) Archived (] Private 4 View Related Tasks > @ Remove
"I" W Date Specific Personal Archived Private 4 View Related Tasks > @ Remove
‘i* W Date Flexible Business Archived Private ¢ View Related Tasks » @ Remove
<4 ®  DateFlexible Personal Archived Private ¢ View Related Tasks > i Remove
0} W Date None Business ) Archived (] Private 4 View Related Tasks > ﬁ Remove
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Place your tasks in the order in which you want to see them,

Date Specific Business
Date Specific Personal
Date Flexible Business
Date Flexible Personal
Date None Business
Date None Personal

3. On the same page, click the tab for context or tags. Create any additional contexts you
want to use as subfolders. You can also just use tags as subfolders

= Folders @ Contexts M Goals Q Locations W Tags & Files

Contexts help you organize tasks by where you are and what you are doing. The context filter will hide tasks that do not match your current
context, so you can quickly see only those tasks which are important at the moment. Some commonly used contexts include: work, home,

car, telephone, church, etc. More info.

If you are using our collaboration tools, the 'private’ checkbox will hide those tasks when collaborators view your workspace

Organize Contexts

+
@  @Bobby Private ¢ View Related Tasks > il Remove
@ @camp Private View Related Tasks > @l Remove
@  @UnitHeads Private ¢ View Related Tasks > i Remove
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4. To be able to add tags, go to your account settings , and under my account, click
profile. Then Go to General Settings, the scroll down to the Tasks section and click
Fields and add tags to your fields.
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Display Preferences: Tags are sorted by popularity. edit
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Here are the recommend the fields to keep things clean and simple.

General Settings Account Activity Syncing Apps Deleted Tasks Alarm Activity 2-Step Login

Toodledo is highly configurable to suit your own unique style of productivity. Instructional Video —

Modify Fields/Functions Used

Choose the fields you would like to see on your task list:

= Folder ~] b Length
(@ Context ~) u» Timer
~) M Goal ~| @= Priority
~| EB Start Date W Tag
© startTime [ (9 Status
Due Date 71 % Star
~| A DueTime [ @ Location
¢, Repeat il Trashcan

For an explanation of each column, please visit the help section

Save Changes

Folder, Context, Due Date, Repeat, Tag, and Trashcan

5. Add tasks
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Assign a due date, a folder, context and/or tags and recurrence if needed.
Only add alarms to Date Specific Tasks

== s . a
Daily v
‘ Weekly |
Monthly
Bimonthly ] Add multiple ta:
Quarterly
Semiannually
Yearly Repeat Froi
v No ‘& DueDate
‘ Addsnultiple tasks Import tasks...
>ontext Due Date Repeat Repeat From
No Context s \ Ievery monday and j| #  Due Date ’

6. Sort your tasks, first by due date, then by folder, then A-Z
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For the A-Z sort to have the most impact:

Write all tasks beginning with a verb: These verbs can group tasks of
a like nature together, for more efficiency. The verbs help you to
remember the action you were going to take. Suggested verbs are:
Call

Use this verb when you plan to call someone and it is not an
appointment. Be sure to include 1) the name of the person, 2) the
phone number, even if you know it, and 3) the subject.

Get

Use this verb to group tasks that are not Calls, Gos, emails, or Sends.
Use “Get the Jones report prepared” rather than “Prepare the Jones
report.” Use “Get working on the building project” rather than “Work on
building project,” or “Finish the building project.”

Go

Use this verb when you are physically going somewhere. This way
you can view all of your tasks that need to be done, when you are
going somewhere, to see if there are any other Go tasks you can
accomplish at the same time.

Send

Use this verb when you have something to physically send to
someone.

Email

Use this verb for tasks to send emails
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7. Get an email address associated with toodledo so you can forward emails as tasks
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Click the account/ Avatar and then go to Tools-More

Tools and Services

Toodledo has a variety of extra tools and services that you can use to manage your tasks in various ways. Don't see what you want here?

Make your own with our Developer's API.

Popular Tools & Services

Email Access work Hours

1

Atool to see how many work
hours are left for you to be

Send emalils (with file

attachments) into Toodledo and
have them automatically turned productive.
into tasks. Send email reports

More Details..
from Toodledo.com.

Configure..
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You will find all of the necessary keyboard shortcuts to forward your mail so that it is
filed appropriately in your folders.

W Mal Frie Eat view Malbox Message Frormat winaow Heip
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From: Diana Bloom - diana@totallyaccountable.com

Message Size: 145 KB

8. Add a toodledo widget to your google calendar if you want to from Settings, Tools,
Third party apps.

foodledo” + @ \

Google Calendar Gadget

If you use Google Calendar you can put Toodledo in your sidebar, which will allow for quick access to your to-do list. To install simply click the
button below.
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