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Step 2 — Course Tasks are created by your instructor and their courses.

[~ Submission of reports @ . Saturday, August 28, 2010 In Progress Course: Infroduction to Oceanography

Step 3 — Personal Tasks are tasks that you create in your tasks page and you control all settings
for them.

[~ Chapter 2 review E] Sunday, August 1, 2010 Completed FPersonal
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Step 4 — Click on Create Personal Task

e Tasks

Create Personal Task

Display Tasks | Al Tasks ;ll

o Delete | Status

M~ Iiue S Priority Due Date

I Submission of reparts ] Saturday, August 28, 2010

I Sroup collaboration Thursday, July 1, 2010

I D[Deadline of Assignments Wwednesday, Septermber 1, 201
I Chapter 2 review Jj, Sunday, August 1, 2010

I Chapter1 review B Wednesday, Septermber 1, 201

‘s [Delete || Status

Step 5 — Enter the Task Name

Create Personal Task

@?} Create Personal Task

2 Indicates a required field.

1. Task Information
¢ Task Mame @:} |

Description
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Step 6 — The Task Name should look like the picture shown below.

Create Personal Task

‘7= Create Personal Task

% Indicates a required field.

1. Task Information

¢ Task Mame [Chapter 2 Reviewd |

Description
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Step 7 — Set the due Date

*|F'ath: biody
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[ Save as Reusakle Ohject
% Due Date DEIEMD1D
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Al Task Options
% Printity L j
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Step 8 — Set the Priority

M Task Options

S Priority I|_|:|'.I.'.I.' L
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Mormal
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Step 9 — Click Submit
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Cancel
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Step 10 — A Green notification appears at the top of the page. This will indicate the Task is
successfully created.

Success:Task Chapter 3 Review Created X

w7 Tasks

Create Personal Task

Dizplay Tasks | All Tasks J

Step 11 — You can manage Task to stay on track by setting their Priority and changing their
status.

Success:Task Chapter 3 Review Created

@',’-ﬁ Tasks

Create Personal Task

Display Tasks | All Tasks Lll

x| Delete | Status

- Title S Priority Due Date Task Status Type

I Subrmission of reports | = |I| Saturday, August 28, 2010 Completed Course: Intro
I Group collaboration |3 Thursday, July 1, 2010 Completed Course: Intre
I~ Leadline of Assignments | = Wednesday, September 1, 2010 Mot Started Course: Intro
W Chapter 3 Review = |I| Sunday, August1, 2010 Mot Started Fersonal

I~ Chapter 2 Review > oust1, 2010 Completed Fersaonal
I cChapter1 review - Edit eptermber 25, 2010 Mot Started Fersaonal

: » Set Mot Started I
L Delete | Status s SetIn Progress

» Set Comp o . . B
Displaying 1106 of 6 items

= Delete
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Step 12 — Once you changed the Priority Status, this is how it will look as shown the picture
below.

.

7 Tasks
Create Personal Task
Display Tasks |AIITaSk5 j|

Deleta | Status
[~ Title ~ Briority Due Date Task Status Type
[T Submission of repors [] Saturday, August 28, 2010 Caompleted Course: Intraduction to Oceanag
[~ Group collabaration Thursday, July 1, 2010 Completed Course: Introduction to Oceanog
[~ Deadline of Assignments Wednesday, Septernber 1, 2010 Mot Started Course: Introduction to Oceanog
[ | Chapter 3 Review m Sunday, August 1, 2010 In Frogress Personal
[~ Chapter 2 Review il Sunday, August 1, 2010 Completed Persanal

Step 13 — To help organize your tasks list you can sort any of the columns by clicking the column

titles.
Delete | Status

[T Title 7 Priority  Due Date Task Status  Type

[T Submission of repoms I Saturday, August 28, 2010 Completed Course: Introduction to Oceanography
[T Group collaboration Thursday, July 1, 2010 Completed Course: Introduction to Oceanography
[~ Deadline of Assignments Wednesday, Septermber 1, 2010 Mot Started Course: Introduction to Oceanography
[T Chapter 3 Beview I Sundar, August 1, 2010 In Progress Personal

[T Chanter 2 Beview 1 Sundar, August 1, 2010 Completed Personal

[T Chapter 1 review 1 Saturday September 24, 2010 Mot Started Personal

Delete | Status

Displaying 1 to 6 of 6 iterns © | Show All || Edit Paging...
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Step 14 — Click Due Date to sort the Tasks.

i Tasks

Create Personal Task

display Tasks | Al Tasks =]

s Delete | Status

I | Tine Priority Due -
[ Chapter 1 rewview {L Saturday, September 245, 2010
[ Deadline of Assigniments Wednesday, Septermber 1, 2010
| CTarbkhirmiie—ime AF rom o et el CahniwAd A M~ 20 204 N

Step 15 — To delete Tasks, Click as shown the picture below.

S Tasks

Create Personal Task

Display Tasks | Al Tasks ;lJ

= Delete | Status

I | rme Priority Due Date

I Chapter 1 review 'R Saturday, Septembe
I LDeadline of Assignments Ywednesday, Septern
I Submission of repords |I| Saturday, August 28
I Ehapter 2 Review |I| Sunday, Adgust 1, 21
i Chapter 2 Reviews iR Sundawy, August 1, 21
ﬁ SGroup collabaoration Thursday, July 1, 20

o Delete | Status
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Step 16 — Then Click Delete

£ Tasks

Create Personal Task

Display Tasks | all Tasks =1

e %ﬂte Status

I Title Priority Due Date
[ Chapter1 review i Saturday,
[~ Deadline of Assigniments YWednesd:

Step 17 — Click OK

@% Tasks

:
The page at http:/ /edmonton.pd.local says: ﬂ
Display Tasks ‘AIITasks 9 This action is final and cannat be undone, Continue?
-~ Delete | Status m Lcell
[T Title Priority  Due Date 7 TaskStatus | Type
[T Chapter 1 review ﬂ, Saturday, September 24, 2010 Mot Started Personal
[T Deadline of Assignments Wadnesday, September1, 2010 Mot Started Course: Intro
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Step 18 — You have completed how to Organize by Managing your Course and Personal Tasks.
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