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We don't want you to b@usta LiquidPlanner
user; we want you to mmmea
planning genius.

How to use this gide
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added some tasks and become familiar with the tabbed navigation and basic layout of our project management
environment.
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If not, we recommend that ywfirst watch the video tutorials in the training center.
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Wore than anything, we want your projects to succeed. Here are some ways to get more help.

person to person

@ visit our forums to connect with our team for support and share thoughts with other LiquidPlanner users

9 Join a free online training session for a general overview and Q&A.
© need to talk to us? Contact customer support
documentation
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The single most important thing to master is how to usedraup by feature of LiquidPlanner to organize and
manage the tasks in your workspace.

a D N.

B outline: { schedule view v )

prioritize

filters: ( reset | selection ) scale;

Group By

Prioritize (Group by prioritized tasklists)
Organize (Group by dients, projects and folders)
Getting Started Guide. .. R‘X

| 0N

create and manage structure Quick Filters

Thegroup byfeature, combined with theuick filter feature, creates a very powerful tool for organizing

Ydzt GALIX S LINB2SOGa Ay | &aAiy 3faSablelgidPiannkr S & enanagihdzendl
portfolio of ongoing projects with very little effort once your structure is set up.
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Yourworkspacehasonly ONe set of tasksut twO different structures you can build up arouride tasksto
manageboth projectorganization angbrocess management of taskéou can switch between these two
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Organize

CEE

organize

Group by clients, projects, and
foldersto organized tasks inta
logicalwork structurethat is
independent of priority order.

Prioritize:

=

priortize

Group by prioritized tasklistnd
then drag tasks up & down to
reprioritize tasks in the schedule

Clients, Projects and Folders Frioritized Tasklists
@ Food ) Food
= |y Dinner Project Dinner Project Tasklist = DinnerF‘rojectTasinst Dinner Project
= [ChMain Dish B [z Day Before  |Dinner Project
() Grilled Chicken Dinner Project Tasklist = Day OF I Bread Pudding Dinner Project = Desert
= I Side Dish 2 [(ZDayOf  (Dinner Project
J Sage Butter Rice Dinner Project Tasklist = Day OF ) Sage Butter Rice Dinner Project = Side Dish
= ) Desert ) Grilled Chicken Dinner Project * Main Dish
& Bread Pudding Dinner Project Tasklist = Day Before

Above, we see two different ways to look&tA y y S NJ tasks? @3h@ igffe can plan the meal; on the right

we can plan the preparation.
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structure in both grouping method€reating aroutline structure gives
your team a way to put more advanced planning and process
management concepts in plac&verything you need tdo this is on the

outline button bar.
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outline: ( schedule view v )

This example shows how you ceneatethe structure ofyour plan as you golhe story starts project cakd
& a I NJ .S Yo# galadd a project very similar to this one to your workspace to play with by usiAddre

samplecommand on the add menu.

hy G2

folder.

Next she useddd taskandadd multiple tasksepeatedly to get the initial

list oftasksinto the plan.

(i K8 geadilis 2viaBbuithis projectclickedthe add button in
LiguidPlanner and used tragld projectcommand to create the blue project

&9 Genius Works
= | Marketing

[Marketing Tasklist)

J Message strategy and development  (Msreting Tasklist)
J Project kickoff meeting  (Mareting Tasklist)

I Define email targets Marketing Tasklist)

I Write ernail copy Marketing Tasklist)

I Emnail revisions Marketing Tasklist)

I Create media list Marketing Tasklist)

i Draft vertically-targeted pitches Marketing Tasklist)

) Review pitches

Marketing Tasklist)
) Specwebsite changes Marketing Tasklist)
) Website Ul changes Marksting Tasklist)

I Define custormer communication channels Mark
I Review custormner email copy Marketing Tasklist)

I Craft on-site custormer messaaging Marketing Tasklist)

eting Tasklist)

At this point ourgenius realized she was omiglf done adding
tasks and it was already getting a little hard to see the forest for

outline:

NI —

J Add a task

[ Add a folder
® Add a dient

W Add multiple tasks
Add a prioritized tasklist
I Add a project

# Adda workspace member...
Import existing data
Add & sample

Get help adding things...

{ctrl+enter)
{ctrl+shift+m)

(ctrl+shift+enter)

the trees so she decided she needed some structure inside her projects.

Back to theadd button where she added sevengtllowfolders so that she could group related tasks together.

A little more work and a cup of coffee got Helf | v
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£ Genius Works
=2 CMarketing  (Marketing Tasklist)
= [C)Messaging and Promotion Development
W Message strategy and development

J Project kickoff meeting

= () Targeted Email

IMarksting Tasklist)

Marketing Tasklist)

Marketing Tasklist)

) Defineg email targets Marketing Tasklist)

) Write email copy Marketing Tasklist)

) Email revisions Marketing Tasklist)
I Submit ernail versions to mailhouse
) Gather email metrics

= [C3Media Campaign
\J Create media list

W Draft vertically-targeted pitches

Marketing Tasklist)

Markesting Tasklist)

Marketing Tasklist)

Marketing Tasklist)
J Review pitches Marketing Tasklist)
\J Initial press outreach Marketing Tasklist)
W Conduct interviews Marketing Tasklist)

J Coverage analysis

= )Website Update

Marketing Tasklist)
Marketing Tasklist)
W Specwebsite changes

J Website Ul changes

Marketing Tasklist)
Marketing Tasklist)

I Website deployment
= [y Custamer Qutreach

Marketing Tasklist)
Marketing Tasklist)

) Define customer communication channels
W Review customer email copy Marketing Tasklist)

\J Craft on-site customer messaging

) Post-martemn

Marketing Tasklist)

IMarketing Tasklist)

Marketing Tasklist)

Markating Tasklist)

Marksting Tasklist)

z

F'd GKA& LRAYD
can expand andollapsesections to
focus her attentiomow:

€9 Genius Works
= Iy Marketing Marketing Tasklist)
[C)Messaging and Promation Development
() Targeted Email
[C3)Media Campaign

= [ Website Update

Marksting Tasklist)
Marketing Tasklist)

Marketing Tasklist)

J Specwebsite changes

) Website Ul changes

Marketing Ta
(Marketing Taskli

W Website deployment
() Customer Qutreach

Marketing Taskli

Marksting Tasklist)

Our genius knew sheanted to have a
credible scheduleso as she added

edit paneas she went along.

Of course ke entered ranged dsnates
(a best case and a worsasescenariQ
becausehat®@ the way LiquidPlanner
captures the unertainty associated with
each task

She also knows thdity entering her

estimates this wayl.iquidPlannewill

calculate a statistically correct project schedule that sheus®ato manage the risk associated with h@ojects

close @

scheduling

dependencies

task name:

owner:

parent tasklist: parent folder:

log progress for Elizabeth since the last update on 02/14/09:

activity: days: auto-tracked:

| <pick> ¥ | 0|

[] marktask done as of I:IE

(none)

S i i S —

remaining effort estimate:

best case worst case
| 1]-] 3| davs
= Estimate in 80% confidence ranges
= Learn more about estimation and trackin

With all the tasks orgared logically and all theangedestimates entered into the plashe takes aook at the
schedulethat has been recalculated with each change she made

Copyright © 2009 LiquidPlanner Inc. [updated 4/2/2009]
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outline: ( schedule view ¥ ) filters: ( reset | selection ) scale:
oo v =TS scvetoms v |
—
Clients, Projects and Folders |Owner ‘ [ Remaining | Qdays ‘ 13 2116 2123 a2 3 a6 323 3130
) Genius Works Charles [23.34d - 23.91d] 26.42d b e e
O S Marketing  (usrating Tasiist Elizabeth [23.34d - 28.91d] 26.42d T e
[= [Z)Messaging and Promotion Development  (isseting Tasdist Elizabeth [0.85d-1.41d] 1.13d m
J Message strategy and development ting Tasklist) Elizabeth [0.5d-1d] 0.75d a
Q Project kickoff meeting reting Tesk Elizabeth [025d-05d] 0.38d m
= [ Targeted Emall  (uarsting Tesklist) Elizabeth [281d-4.45d) 3.62d - = = |
Q Define email targets  (Maseting Tasklist) Elizabeth [0.5d-2d] 1.25d I I
Q Write email copy  (Marketing Tas Elizabeth [1d-1.5d] 1.25d [ |
Q Email revisions  (Marieting Tasklist) Elizabeth [0.25d-0.5d] 0.38d ]
(J Submit email versions to mailouse  (Marketing Taslist Elizabeth [0.25d-05d] 0.38d (I E ||
(O Gather emall Metrics  (Mareting Tasklis) Elizabeth [0.25d-05d] 0.38d = .
= ) Media Campaign  (areting Tesklist Elizabeth [10.03d - 14.22d] 12.43d T e
O Create medialist  (amsting Tastist) Elizabeth [2d-4d] 3d [ ]
J Draftvertically-targeted pitches  (Msreting Tasklist) Elizabeth [1d-3d] 2d I:-::l
O Review pitches  (Mareting Tasklist) Elizabeth [0.25d-1d] 0.63d a
O Initial press outreach  (Mareting Tasklist) Elizabeth [1d-3d] 2d mEI
O Conductinterviews — (Msdeting Ts Elizabeth [2d-4d] 3d [ ]
Q Coverage analysis  {Merketing Tasklist) Elizabeth [1d-2d] 1.5d N EN
= [(2)Website Update  (ameting Tasliss) Elizabeth [3.96d-6.8d] 5.38d [ ==
O Specwebsite changes Elizabeth [1d-3d] 2d (Il £ I
J Website Ul changes Elizabeth [2d-4d] 3d | £ |
O Website deployment Elizabeth [025d-05d] 0.38d el
= 3 Customer Outreach  (Merketing Taskist) Elizabeth [3.12d- 4.64d] 3.88d [ mc: |
(J Define customer communication channels  (var=ting T== Elizabeth [0.25d-0.75d] 0.5d O ]
Q Review customer email copy ~ (Marksting Tas Elizabeth [0.25d-0.5d] 0.38d ]
(J Craft on-site customer messaging  (Mareting Taskist) Elizabeth [1d-2d] 1.5d Il |
Q Postmortem  (Mareting Taskis) Elizabeth [1d-2d] 1.5 1E |

al YYyYy

Our genius wapimped aroundhe structureadding
tasks, moving them witdrag and drop and ordering
them in a way that made sense logically.

On the tasklist side, the tasks were being added to the
end of the default tasklist for the project.

She has notyet consideregriorities or adjusingthe
scheduling ofhe project.

z
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dashboard | plan I collaborate

outline: ( schedule view v )

oo v =T =Tt v

priaritize

filters: ( reset|

@ Prioritize (Group by prioritized tasklists) (ctrl-+shift+p)

LINE LIS NJ ae2ést® Rudth ®grduy by paforitiZeGtasklistk S Qf

QOrganize {Group by dients, projects an rs) (ctrl+shift+o)
Getting Started Guide... =t
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J Message strategy and development  (an
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After switching to the Prioritized Tasklist view, our genius sees the same set®fJasklookingt this view
you can see the schedule makes more sense. This is because now we are lookirsgla¢diode priorityof the
tasks.

Schedule priority is simply the order of the tasks in the list from top to bottom (depicted by arrow #1.) Th
LiquidPlanner scheduling engine automatically flows out work in the schedule based on the priority order of the
tasks (depicted by arrow #2.)

LT &2dz t22] Oft2asStesx &2dxQff aSS |t (KSadmdidally] a |+ NB
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you can change that linking

Even though this schedule is understandable, our genius knows that these tasks are not in the eglgmstie

starts dragging things up and down toaeder the schedule. She will see the rescheduling indicator quite a bit
odzi 62y Qi tSG GKIFIG at2¢é KSNI R24y 0 BOemmk@ourdKS |y20a
(asynchronouslyand will catchup with all her edits.

If it makes sense for your organization to use one big flat tasklist, then feel free to do so. It certainly makes it
easy to create any priority order you want. However, our genius expects that her plan will ultimately include
marny tasks and she wants to add a bit more structure.
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