TASK PROFILES: User Manual

SHUTTLE ENTERPRISE SERVER

Introduction

Task Desk introduces an orderly, controlled way of working. SHUTTLE will allow
you to work with or without the Task Desk, but there are many benefits to the
use of the Task Desk, including -

Knowing exactly what still needs to be done, and by whom

Knowing exactly what has been done, when and by whom

No chance of overlooking or forgetting Tasks to accomplish

Automated Task Flow Control, e.g. Document or Procedural Controls,
Month End Routines, etc.

This Manual is # 2 in the Task Desk series, and covers the subject of Task
Profiles. The Manual should be read together with the other Manuals in the
Series, and certainly must be preceded by Manual # 1.

Purpose of the Manual
The purpose of this User Manual is to introduce you to the use of TASK PROFILES.

The Task Desk Manual is presented in 4 parts.
a) Use of the Task Desk
b) Use of Task Profiles (current Document)
c) Use of Task Schedules
d) Use of Task Triggers

What is it? Task Profiles

When you submit a Task manually, Field by Field, you will quickly realize that it
would be rather nice to have a method whereby you do not need to capture these
Fields each time that you want to submit a new Task. Task Profiles is such a
method -

Submit a new Task manually -

Open NEW Capture each Review, and Update /
TASK function Field required, change any Submit
or select from Defaults that do
Wizard steps not suit

Submit a new Task using a Profile

Open NEW Select Profile to Review, and Update /
TASK function Use change any Submit
Defaults that do
not suit
— — |

If we compare the 2 methods illustrated above, it is really only step 2 that is
different. Instead of having to choose a Value for each of the required steps in a
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new Task, they are pre-defined on a Profile, so it's easier and quicker to use a
Profile. You still retain the opportunity to change any of the Values from the
Profile, before submitting the Task.

We discern 2 categories of Task Profiles, namely PRIVATE and PUBLIC. PRIVATE
Task Profiles are used to submit private Tasks, i.e. for yourself. PUBLIC Task
Profiles can be used for private and public Task submission, PLUS they have
another function in addition. PUBLIC Profiles can also be used by Task Triggers to
submit Tasks automatically, as an Application Function (see the User Manual on
Task Triggers).

If your Task Status = USER, then you can only access the PRIVATE Task Profiles.
SUPERVISOR and EXECUTIVE Task Users may also access the PUBLIC Task
Profiles.

I+ New Task Definition: Private

“ Your Task Rights permit submiz=ion of Private Tasks only. Would you like the
=y=stem to assist you with submission of this Tazk? “ou canusea
=tandard Task Profile to Default Values for you, or use Step-by-Step
Aszistance.

HINT{1}): To Quit New Task Definition, choose NO ASSISTANCE then click
QUIT on the Task Definition Screen ...

HINT{2): The Project you specify on your Preferencez determines which
Profiles you can select from ...

Aszzizt Me Step-by-Step Get Defaults from Tazk Profile Mo Azsistance

The example shown above is presented when a Task USER opens the ‘New Task’
function (Private Profiles only), and the example shown below is presented for
SUPERVISORS and EXECUTIVES (both Private and Public Profiles).

|+ New Task Definition x|

This iz a New Task The system is able to assist you in defining this Task.
‘ Pleaze choose an option below ...

| HINT: Private Tagks are Tasks that you set for yourself. They cannot be

.1 re-assigned by anybody elze, and do not appear on Public Tagk Reports.
| HINT(2): To Quit New Tazk Definition, choose NO ASSISTANCE then click

QUIT on the Tazk Definition Screen ...

Private Tazk Step-by-Step Private Tazk from Task Profie Public Tazk Step-by-Step

Public Task from Task Profile No Assistance

In both cases the option to submit a Task without Assistance, or Step-by-Step,
remain. However, when a suitable Profile is available, it will be the better choice.

Let us have a look at the definition of a PRIVATE Task Profile, as accessed with
Task Level = USER.
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_ ! 'I'ask Puﬁles

+ 4 rou may =elect an existing Tagk Profile or define a new ane, from vour
Private Domain.

Re-Vigit a Private Profie Define a New Private Profile

Quit Profiles I

We choose NEW -

_ “Task Profiles: New

The system hag created a new Task Profile with Default Values, and wil
now link you to it. Please change any Parameters according to your

Hext

The system creates a Profile that looks a lot like a New Task, with Default Values.
All we need to do is change the Values where necessary, and provide a
meaningful Description (Title) for this new Task Profile.

| DEFINE TASK PROFILE ()

Description
Priority 4 - medium
Assign To? |3=lf
*Prpject |def Default Task Froject
Est Hrs 1.00
Due When (d 1
Task Flag
Time Class

Select Menu
Link{z}
Remove Me
Motes / Instructions [Define Notes or Inatructions here ... _:j Quit
fﬁl Save
_{j’ .................................... = o
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Apart from DESCRIPTION, which really needs to be changed, we can assign a
different PRIORITY for this Profile (which will of course become the Default on any
new Tasks that we submit with this Profile).

Assignment will always be to SELF, since it is a Private Profile. We can choose a
Project, default ‘Time to Complete’ (Est Hrs), and we can adapt the ‘Due When’
parameter, which is currently set to schedule completion by 1 Day after Task
Submission. The explanation for this Field (on-line Help), looks something like the
following -

when to schedule ?
any of the following formats :-

0 ( means today )

dl ( today's date + 1 day )

d 45 (today's date + 45 days )
m2 (+ 2 months)

w3 (+ 3 weeks)

y1l (+1year)

Hint: Because the Profile may be used continually, while the Date is
changing all the time, we use a '‘pseudo’ instruction to indicate to the
system how to determine 'for when' to schedule Completion of the Task.

Task Flag and Time Class are both optional values, as are Menu Links and
Instructions.

Once the Profile is ready, it can be SAVEd and used. Each time it is used, it will fill
in a New Task Template with the same Values (except for ‘Due When’, which will
calculate a Due Date according to the instructions specified, and based on the
Date when the Task is submitted). You may then change any Value, if necessary,
before submitting the Task.

Now let us have a look at the definition of a PUBLIC Profile -

[i Task Profiles x|

ou may select an existing Tazk Profile from either the PUBLIC or your
PRMWATE domain, or you may Define a NEW Tazsk Profile for either.

Select PUBLIC Profies Select PRIVATE Profiles Define NEWW PUBLIC Profile

Define NEW PRNWATE Profile Quit Profiles

When you open the ‘Task Profiles’ function, and if you are a SUPERVISOR or
EXECUTIVE Task User, your options will look like the example shown above. In
this case, we choose DEFINE NEW PUBLIC PROFILE.
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[i Task Profiles: New

i, Thesystem has created a new Tazk Profile with Default Values, and wil
| now link you to it. Pleaze change any Parameters according to your
requirements, and be =ure to put a meaningful new Profile DESCRIPTION!

Mext

Looks familiar, same as for Private Profiles ...

DEFINE TASK PROFILE ()

ew Task Profile

Dezcription
Priority 4 - medium
Assign To? [def Defzult Rssignment for Tasks
#prpject [def Default Task Project
Est Hrs 1.00
Due When |d 1
Task Flag
Time Clazs
Confirm To Schedule 7 |1 e Select Menu
kel Link(s}
LI LI Linked
| Objects
Remove Me
H
Quit
Motes [ Instructions |Pefine Notes or Instructions here ... :i Save
-
I o

The definition is the same as for PRIVATE, except for the ‘Assign To?’ and
‘Confirm to Schedule’ fields.

ASSIGN TO offers the following on-line description :

Which link on TASK ASSIGNMENT LINKS Master will this
Profile use to determine which User to assign the Task to?

Hint: For Private Profiles, use "self", while for Public Profiles, use

an Object specified on the Task Assignment Link Master (there is a lookup);
when you use 'self' the system classifies the Profile as Private to yourself
only, and excludes it from Lookups for Public Profiles as well as Lookups

for Private Profiles when executed by other Users;

We will have a closer look at ASSIGNMENT LINKS in a moment.

CONFIRM TO SCHEDULE offers the following on-line description:
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Automatic or Manual, depending on whether any Text is specified here!

When a Task Trigger becomes active and wishes to Schedule a Task, it looks

at the Task Profile to determine whether the User should be prompted for
Confirmation, i.e. whether to Schedule the Task or not. Thus, if the Trigger
should automatically schedule a Task when all Conditions have been met,
without asking the User, then this Field should contain no Text at all. If you wish
the User to decide in a given context whether or not to Schedule a Task,

then state Text here to be displayed to the User when he / she is prompted

for Confirmation on whether to Schedule the Task or not.

Hint: On Private Profiles, this setting should always be NULL.
This Field is of importance when the Profile is used by a Task Trigger only. For

manual submission of Tasks from the Profile, it is irrelevant what is specified
here.

So there is nothing difficult about the definition of Task Profiles! Now let us have
a look at the Task Assignment Links, which we encountered in the above
example. (The function is found with TASK MASTER FILE UPDATES.)

DEFINE TASK ASSIGNMENT LINES ()

Azsignment Key |2|EF |

Description |3E:‘ault Assigmment for Tasks |

Linked
Objects

When no Users are
listed, the Task will ] Remove Me
always be assigned to
the Current User.

Cluit

Save

Nex | pre | add| nz | E4 | Dat]

A Task Assignment Link object is nothing but a list of Users who may be assigned
the Task. It is specifically relevant for the Task Scheduler, which may
automatically submit Tasks from Task Triggers in the Application.

For example, if the User List includes 3 Names, then the Scheduler will ensure
that each of the 3 Users gets the same amount of work, i.e. will schedule the 1%
Task for User # 1, the next for User # 2, then # 3, then starts with User # 1
again. Hint: Only the Scheduler operates in this fashion. For manual Task
submission based on the Profile, Current User will be the Default assignment.
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In summary then, Task Profiles are just useful Templates with pre-defined Values
that make it easier for us to submit a range of recurring Tasks, whenever the
need arises.

© Infolab, 2003.
This Documentation is copyrighted by Infolab (Pty) Ltd. [ www.infolab.cc ] All rights are reserved.

Licensed Shuttlery Users are granted permission, for internal use ONLY, to reproduce the
Documentation, and to include amendments dealing with specific instructions local to your installation.
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