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Basic Layout of Click-Up

ClickUp helps all of the necessary assignments to develop Poppy
Life in order and on a set schedule. Throughout the organization,
handling each item in smaller chunks allows each person to

contribute and know what exactly what is expected. As a program,
it has a hierarchical structure:

Workspace -> Space -> List ->

Each level describes a project in a more granular, specific manner.
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Workspace  The first view upon opening

Space The areas for specific teams in Poppy Life:
Operations & Marketing, Fundraising & Grants,

Human Resources, Technology and Accounting &
Finance

List Tasks associated with that Space, with start/due
dates, priority, Status

POPPY LIFE CARE" 5
FOUNDATION




Workspace

The top level of Clickup and what you see upon opening. There are
two main sections: the sidebar and the view line.

Do you want to enable browser notifications? Enable Hide this
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Sidebar

« £ clickup 1

1. Navigation/settings for the sidebar. Pressing will
cause the sidebar to collapse (disappear). To bring it
back click onthe . ... icon. Rolling the cursor up _
into this area of the sidebar will bring up the settings fw Heme 2
icon. This is not important at the moment. L Notifications

2. The = =" putton reveals the tasks due on the

current day. & netrications  gre the same messages that

come to your mailbox each day revealing the status of

your outstanding tasks. You can also see additional SPACES
comments/changes to your tasks.

+ NEW SPACE
I s Everything

B) OFERATIONS & MARKETING

3. This space breaks up the tasks according to team.
Clicking on each individual line will show the tasks
related to that area. Clicking & cieryinng  Will show all
of the tasks. @ recenoLocy

@ FUNDRAISING & GRANTS

B) =UMAN RESOURCES

ACCOUNTING & FINAMCES
4. and 5. Dashboards and Docs do not currently relate
to our present activities but will be updated should that 4
arise.
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View Line

N Sprint 2 (5/31/21-6/27/21)

(I Progress) - B 5/31/21 - 6/26/21 - Tie: - Board Calendar Gantt Timeline Activity € + View (& Automate () v <% Share
Sprint 2 (5/31/21 - 6/27/21) ) . . ;
Q, CInProgress ) - © 5/31/21 - 6/28/21 - Time: - @ Timeline Activity Workload Mind Map Table 2~ Mar © + View ) Automate () v « Share
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Tasks

Poppy Life Care organizes itself within an Agile format, where people have
assignments to complete within a certain sprint. These two-week bursts contain tasks
than handle various larger goals that help the organization to advance (website
creation/maintenance, onboarding clinicians, training). Breaking down these larger
activities into smaller chunks allow members not to feel overwhelmed as well as
targeting the more important duties.

This documentation will only go into the basics of Tasks that Click Up offers. For a
more explicit descriptions of all of the functions, please refer to the website’s own
FAQs at Tasks | ClickUp Tutorials & Docs.

Creating Tasks

1. Click in the bottom of the screen. This button is always located in the
bottom right-hand corner.

2. The dialog box to create a task then pops up, allowing you to describe, assign
or add other features to add. Create a name for the task.

®
X

Task name or type '/’ for commands

Select List...

+ Add subtask + Add checklist

Attachments | Add ~

& Drag & Drop files to attach or Browse

— — — S - Save

3. Choose the team under which this task belongs by clicking and then
choose assign it by clicking on o to choose the correct
individual(s) for the assignment.
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https://docs.clickup.com/en/collections/318935-tasks
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4. Fill in what needs to be completed in this task, adding any subtasks or
checklists that might provide guidance for the Assigness. In the event that an

attachment is needed, click ttachmente
& Drag & Drop files t

» attach or Browse

+ Add subtask + Add checklist

Attachments

ttach or Browse

5. The line of icons on the bottom determines other aspects of the task (priority,
timing, etc.) that the assignee should know. Click here to learn more about
each icon.
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https://docs.clickup.com/en/articles/1239470-how-to-use-subtasks
https://docs.clickup.com/en/articles/1477290-task-checklists

6. Review all of the content in the task to confirm its accuracy.

7. Click B30 to create the task. Placing the cursor over the arrow
reveals a series of options to associate to duplicate or create further tasks.

Create and open
Create and start another

Create and duplicate

I

_____

Set Priority

Set date - When assignment should be completed

Edit Tags

Estimate Task - The supposed time to complete the task.
Templates - ClickUp allows users to create formatted tasks for its
layout. At this point, no Poppy Life-generated tasks have been
created.

Dependencies

Watchers - The assignee is automatically designated as as a
Watcher. Click here< > to learn more about its role

GENIEENE

N o
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Task Layout

OPERATIONS & M Sprint Sprint 3 (6/28/21

12
=0 e

General Training and Documentation
6 SUBTASKS 9
[® @ © Documentation about how to record meetings
®m) @) © Review Documentation on recording meetings

oK Create best practice guide around creating specific Slack channels and how to close them
out Junie 5

@D © Prepare ClickUp training documentation
@) Review ClickUp Training Documentaion 8 In Review o @ In Progress
@ Create Better Impact Training Material

General Training and Documentation

Sprint 2 (5/31/21 - 6/27/21)

1 Status

2 Assigned to projects (watchers, etc.)
3 Priority

4 Date of Creation

5. Time Tracker

6. Estimate of time

7. Due Date

8. Watchers

9. Subtasks

10.Updates/Comments
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