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Customize content
on your dashboard
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Folders

* MARY THOMPSON'S TEAM
p Client Projects

Conference

Hero of the day: Dashboard

Access the tasks straight

from the widgets

Search tasks

My Overdue

Compose a brochure  ; conrerence

to you, due Mar 05), 7 days

Request status update

Create slides for presentation | o reence
to you, due Mar 06), & days

Click to maximize widget

Due today/This Week
Contact organizers | conference
to you, due tomaorrow

Print handouts | - rerence

to you, due Mar 14}

Drag and drop
to relocate widget

Delete widget

Track updates
in real time

P 000 Composea brochure

Activity Stream

Share your thoughts and ideas with all users
in your account iy |

I Print handouts Conference
g Planned for Mar 13 — Mar 14 (2d)

Show more updates

y Request status update
p Dermno with Alex 4 ?

today
a Mary These dates seem suitable

Write & comment 1}

I Compose a brochure Conference
Backlogged | Flanned for Mar 03 — Mar 05 (3d)

Design invitation emails ; c5nrerence PR conference ; conference

Qverdue by you

Show more updates
to Jack Taylor, due Mar 11), 1 day toyou today

Request status update
ﬂ Mary () Started working 4 m

7 updated description 2 min

Prepare speaker profiles | ;erence
to Alex Davis, due Mar 10), 2 days
Request status update

Write a comment ]
Write a speech for CEQ | -y nrarence
to Jack Taylor, due Mar 07), 5 days
Request status update

Create slides for presentation Conference
Planned for Mar 05 - Mar 08 (2d)

Show more updates

today

1

Reports "—m
Crer ]

Welcome Quest [ Fresent.aft ppte

cerved Patented. & Add Users ' Feedback & Spread the word  # Keyboard shortcuts 2 Help

Dashboard allows you to:

@ Work on tasks

@ Keep the most important tasks at hands

@ Manage work

@ Communicate with your team

\IRigelnn

one page

@ Control work progress

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Default widgets are useful
and applicable for everyone

My Cverdue

Compose a brochure | o ofarance

to you, due Mar 05), 7 days
Request status update

Create slides for presentation ;o niarance

to you, due Mar 08), 6 days
Request status update

Overdue by you

Design invitation emails ; ronference

to Jack Taylor, due Mar 11), 1 day
Request status update

Prepare speaker profiles - rerence
to Alex Davis, due Mar 10), 2 days
Request status update

Write a speech for CEO /- surence

to Jack Taylor, due Mar 07), 5 days
Hequest status update

Due today/This Week

Contact organizers ;conference
to you, due tomorrow

Print handouts | - rerence
to you, due Mar 14)

My overdue

Shows a list of overdue tasks that are your
responsibility and should be kept empty.

Useful tips to keep it empty:

- Ifataskis urgent, open the task, set
the highest priority, and contribute
immediately;

+ Ifataskis not urgent backlog it or change
the deadline.

Overdue by you

Contains overdue tasks created by you and
assigned to somebody else. It also should be
kept empty.

Useful tips to keep it empty:

Request a status update to learn about
the progress;

Add more assignees to the task if help is
needed.

Due today/This Week

It's a personal to-do list with tasks which have
deadlines during this week.

Useful tips:

If you track time, then you can start a timer
in each task and then switch between
timers straight from the dashboard's
upper toolbar.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Backlogged

Backlogged

PR conference | conierence It serves as a bank of tasks which do not have
to you due dates.

Useful tips:

It could be used for keeping ideas and
notes;

Often it's better to open it in the task-list
view due to the volume of backlogged
tasks.

Activity Stream

It helps you to stay on the same page with
your team, learning about all changes and
task updates.

' Print handouts Conference Useful tipS'
: Planned for Mar 13 - Mar 14 (2¢ °

Show more updates + If you need to narrow down the stream
today to your specific needs, you can open the
ﬂ Mary These dates seem suitable Activity Stream right from the Dashboard

and adjust your filters temporarily.

Activity Stream

Share your thoughts and ideas with all users
in your account

Dashboard My Overdue Oth e r d efa U |t Wl dgetS

Folders Assigned To Me Add more default widgets from the

MARY THOMPSON'S TEAM My Overdue Dashboard menu:

I *New Project Template
Overdue by you

T Our Company +Assigned To Me, which shows all active

tasks assigned to you;

> Content Marketing My Backlog + Conflicts Monitor, which notifies you about
Engineering Activity Stream tasks having conflicting dependencies;
Finance Favorite tasks widget.

b Clients Due today,/This Week

b HR Conflicts Monitor

b IT Favorite tasks

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Custom widgets suit your exclusive needs

Importance-based widget

Challenge: Stay in the loop of how the progress is going in the most important tasks.

! Create slides for presentation
+ High Importance
Mormal Importance | by Mary T 3t 15:20
y 3

. LowImportance
Mar 21 (1d P 000 - Add deflendenc Shared with 1 person
Y P

Hey guys, here is our presentation.

lm @ Conferenc...ion.pptx

today

ﬂ Mary

scheduled task for Mar 21 (1d)
f renamed task from Enter title for the new task to Create slides for presentation
[ included task into Conference

Step 1:

Choose the most important tasks by clicking on the exclamation mark.

Conference "priority:high”

active torall  high

Conference

Step 2:

Open the necessary folder and apply the operator “priority:high”.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Importance-based widget

Aginl: |
Add to Dashboard
Import
Export
Print

Hide Durations

T mar 2z

Step 3:
Add this widget to the Dashboard.

High Priority tasks
Overdue
Write a speech for CEQ  ; Conference

to Jack Taylor, you, due Mar 18, 1 day
Request status update

This week
Create slides for presentation  ; ;¢orence
to you, due Mar 21

Now you can use this widget.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Collaboration-based widget

Challenge: Track all the tasks with comments where | was @mentioned.

+ LAST MODIFIED DATE

] today

[ yesterday

m this week

[ last week

[ time frame

Conference

Step 1:

Go to the necessary folder and add a “last modified date” filter to show
only recently modified tasks.

Conference "@Mary Thompson”

active torall  updated: this week

@Mary Thompson

Step 2: Step 3:

Apply “@User Name” to filter tasks with Add this widget
comments mentioning you. to the Dashboard.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Unassigned-tasks widget

Challenge: Have all unassigned tasks at hand to plan the workload precisely.

W Unassigned

Step 1:

Go to the necessary folder and select the “unassigned” filter.

Unassigned tasks
Today
[ Contact organizers | Conference
Unassigned, due today
Later
|| Prepare IDs for all attandees / Conference

Unassigned

Step 2:

Add this widget to the Dashboard. Optionally, you can add the filter “author: me” to see
the tasks created only by you.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Personal value widget

Challenge: I need to attribute intrinsic value to my tasks and categorize them
according to this value.

Interesting

Interesting
/Conference/Tags/Interesting

Not Interesting
/Conference/Tags/Not Interesting

¥ Tags
Interesting
Not Interesting
Not Urgent

Urgent

Step 1:

Create personal tags (folders) and tag certain tasks.

— - Interesting
"Ininteresting”

tolder: int - Overdue
older: interesting
|| Prepare speaker profiles | coqference, Urgent,
Interesting
to Alex Davis, due Mar17, 2 days
Request status update

[|Write a speech for CEO ; conference, Urgent, Interesting
to Jack Tayler, you, due Mar18, 1 day
Request status update
Today

[ Contact organizers ; conference, Interesting
Unassigned, due today
This week

| Create slides for presentation / conference, Interesting
to you, due Mar 21

Step 2: Step 3:

Apply the filter “in: folder name”. Add this widget to the
Dashboard.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Widget for cross-department projects

Challenge: Group tasks that my department has been working on by project.

Wri ke + > o Jenny

Dashboard Handout mater... E B

active  to:all

Design leaflets B (e [

Handout materials | JDepartments/Design

Folders Qo Q

+ MEGAORG Design

l:‘ - Am| /Departments/Design
i

Sort by Priority

~ Departments Create content for leaflets 12 Mar

P Marketi

Design fketng B 3Mar-14Mar(2d) P 000 - ] Gy of 3

Marketing

Sales

I Here is roposal:
~ Projects Come up with ideas for leaflets (L7 IR
) Marketing
Handout materials
Print leaflets 17 Mar
Promao video '
) Design Wr | ke

b Recycle Bin Tir

+ New task Get your
team more

Step 1:

Tag the tasks from one project with department tag.

Wrike ) i Jenny

Dashboard Projects I in: ‘Design’ [I B
Folders active  to:all Ifolder: design I

~ MEGAORG T= Hide descendants Sort by Priority
~ Departments ﬁ Process materials in the videomaker 14 Mar

Design Promo video Design

Marketing Place on corporate page

Falks Promao video Design

= Projects Design leaflets Here is my proposal: ]
) Handout materials Design
Handout materials
' Print leaflets
Handout materials Design

Promo video

b Recycle Bin

+ New task

Step 2:

Go to the parent folder and apply command in: "Department name”.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Tasks in Design (Al projects) o x

[ Process materials in the videomaker
Promo video, Design
to Beata Johansen, due 14 Mar

(| Place on corporate page ;piomo video
Design

to Beata Johansen, due 17 Mar

| Design leaflets ;andout materials, Design
to Amber Jones, due 14 Mar

[ Print leaflets ; Hangout materials, Design
Unassigned, due 17 Mar

Step 3:
Add this widget to your Dashboard.

PT'OJIECtS Search

active torall  folder: design

03 Mar 2014 10 Mar 2014 17 Mar 2014
F F

Process materials in the videornaker Beata Johansen

Place on corporate page / Beata Johansen

Handout materials

Design leaflets / Amber Jongs

Print leaflets

Step 4:

You can always open this widget in the Gantt chart.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Step 1:
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Milestones widget

milestone

W task type

| due date

|| start date

" last modified date
| created date

" completed an

" authar

Choose a folder and apply advanced filter “task type: milestone”.

Step 2:

Global Milestones
| 15ign up a contract with partners
Unassigned, due Mar 27

[ Attend PR conference
Unassigned, due Apr 10

| Participate in Tradeshow
Unassigned, due May 05

Add this widget to your Dashboard.

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453

|| this week

|| this month

'm time frame
Mar 04 - Jul 26

Advanced filters
TASK TYPE

[ planned
| milestone
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Methodology-based widgets

Challenge: Adjust Wrike's Dashboard to my project management methodology.

Wrike =+
Dashboard

Folders

* MEGAORG
+ Agile Project Management
» Meetings
» Priority
Done
In Process
Product Backlog
To-Do
b Severity
I+ Sprints
User Stories
» Grainger
Interview
organizational
1 Paradise tourism
I+ Sunset Farm
» Tags
» Recycle Bin

Reports

Welcome Quest

Copyright ©2006-2(

Practice Scrum...

User Story

New reporting system for a Chief Sales Officer

User Stories
to you

Done

u Develop a data collecting algorithm |

to Amber Jones, completed

= Create a Ul mock-up / Done

to Alice Mclane, completed

014 Whike. Inc. All ights reserved. Patented.

To-Do
Fix the data collectionbug ;75 po po
to Alex Roberts, due 21 Mar

Test the cross-browser compatibility 1, pg p
to Alice Mclane, Jack Brown, due 14 Mar

Add the "build a custom graph” butten 1, g
P2
to Jack Brown, due 12 Mar

In Progress

Profile queries to the database |, prgcess

Sprint 11, Reporting, Unresolved, 51, PO
to Beata Johansen, due tomorrow

Develop forecasting algorithms /In Process, P2

Unassigned

44 Add Users " Feedback

< Spread the word

Activity stream
26 Feb

Jenny # changed importance to
High 14:04
Please report on the progress  14:04

Write a comment

m Jenny completed several tasks
4 26 Feb at 14:02

m a Develop a data collecting algorithm
LI [N was Backiogged (1d)
h Create a Ul mock-up

3 was Backlogged (1d)
& Add the "build a custom graph"

button To-Do, P2
Planned for 10 Mar — 12 Mar (3d)

Show more updates

rescheduled task to 10 Mar — 12

Backlogged tasks

Develop forecasting algorithms /1n Process, P2

Unassigned
Learn about additional requirements
to you, James Keenard, Amber Jones

New reporting system for a Chief Sales Officer

User Stories
to you

#® Keyboard shortcuts 7 Help

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Methodology-based widgets

Challenge: Adjust Wrike's Dashboard to my project management methodology.

...Kanban or else!

Wrike =+

Dashboard To-Do Doing Done
Folders D qQ Adjust default widgets 7, g Adjust Dashboard to Kanban /Doing = Learn about Kanban ;.
to you, due 03 Apr to Alex Roberts, due 12 Mar to you, Amber Jones, due 03 Mar, 2 days
v MEGAORG . . , completed
Ask colleagues to report on progress Add 3 widgets: To-Do, Doing, Done n + stat dat
 Agile Project Management | : ' £QUEsL status update
[ To-Do Daoing
+ Kanban board to Alex Roberts, due 10 &pr to you, due 14 Mar
Doing Attend a webinar about Dashboard
Done Ta-Do
Unassigned, due 11 Apr
To-De
Reports
Welcome Quest B

014 Wrike, Inc. All rights reserved. Patented. & Add Users 4 Feedback <2 Spread theword  ® Keyboard shortcuts 7 Help

Copyright S2006-2{

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Action plan:

1. Go to Wrike and take a critical look at the widgets on your Dash-
board.

2. Define what kind of task clusters you need to keep on hand.

3. Replace the widgets that you don't need with those that'll bring
you maximum value.

4. Beware of the overdue tasks in your widgets: Mark them complete
or reschedule them.

5. Ask for help at support@team.wrike.com if you still don't know
how to create a necessary widget.

Further readings:

1. Wrike's blog post about Dashboard

2. Blog post about searching from Dashboard

3. All about Dashboard in Wrike's help section

4. List of search operators for creating custom widgets

5. Article in help section about task filters

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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http://www.wrike.com/wiki/help/dashboard-dashboard
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