What is Azendoo?
Azendoo is a platform to help teams collaborate on projects and organize their daily workloads. It
also gives teams visibility on the work their co-workers have to do.

How will Azendoo help you?
You can use this application to better organize your daily workload:
• manage Tasks easily, set deadlines, and plan your work;
• store all conversations about projects and issues in one place, rather than receiving
multiple emails with divided- or mixed-conversation threads;
• check in on project progress at YOUR pace, rather than being distracted by email;
• know the status of a project and who holds the key to the next steps;
• add someone to a project at any time and give them a full project history;
• share your To-Do list with your team members;
• adjust priorities and Tasks quickly;
• share any type of document in context (from your desktop, Google Drive, Evernote, Dropbox,
Box, Microsoft OneDrive, and many more applications via Zapier).

How to use Azendoo?
For your personal organization :
• open Azendoo first thing every morning – click and drag Tasks to organize your day;
• forward emails to Azendoo to create a Task;
• postpone Tasks to a later hour or day, if your Task list is too long;
• use the notification bell tool to check on project process throughout the day, when YOU are
available.

For projects management :
• create a Subject to categorize all Tasks, discussions and documents needed to complete a
project together;
• collaborate on Tasks by inviting your teammate to those Tasks;
• add any type of information, like links or lists of sub-tasks, in the description box.

For your team organization :
• invite the team members you want to work with to your Subjects;
• invite people from outside of your Workspace as ‘Guests’ to a Subject, to collaborate with
people out of your organization;
• assign Tasks to others and manage expectations by setting deadlines;
• schedule reminders for Tasks that you have assigned to others, so users don’t miss upcoming
deadlines;
• use message boards and Direct Messages to share any useful information, to check on
notifications, and to keep a record of ideas or decision points.

Get onboard with Azendoo
Azendoo is a tool to help you plan and organize your day.
To get started, let’s look at some of the basic screens you will see when using Azendoo,
what you will see on these screens, and how you can use them.

Understanding Tasks And The Main Page Layout
Azendoo is a collaborative task management application. So it’s a tool for teams. First, the most
important thing to learn is how to create and organize Tasks. Creating a Task is as simple as typing it
into the “Add Task” box and pressing enter. Where those Tasks are created, and how much detail goes
into them, will depend on where in the software you are.

Navigate through Azendoo
Workspaces
The Workspace view is used when you need to work with a specific team and focus on specific
Subjects (projects). The main changes to the left hand navigation are as follows:

Members:
It is a list of all the members of the workspace.
Clicking on a picture member will take you to
their profile where you can view the tasks they
are working on (that they have made visible)
and recent activity. You can add new members
to the team here, adding their email address.

Subjects:
Here are a list of the top subjects you are a
member of. Subjects are like projects that allow
you to group tasks, documents and discuss in
real time. You can also “starred” the subjects
that are most important to you so they stay at
the top of the list. For a full listing of all
subjects/projects in the department just click
on the “Subjects” header.

Working with Azendoo
Now that you have an understanding of the navigation, let’s look at what you can see and do when
clicking through these navigational elements.

Activity
Viewing the Activity screen will show you what has been happening on your Workspace – the
messages shared, the Tasks commented or completed, and the documents shared – to give you
an overall view of the Workspace’s activities.
Use the Activity feed to share any useful information with your team by posting a message in the
feed. You can also add a file (from your computer or via any of our integrated apps: Evernote,
Dropbox, Google Drive, Box, Microsoft OneDrive) or a web link to your message. Use the “Add a
poll” function to ask your teammates a question.
You can share a message on one or more Subjects and/or your entire Workspace by typing your
Subject’s name in the “Share on” section.

Direct Messages

Use the Direct Messages tab when you need to discuss privately with one of your team members.
Simply click on the icon and select the co-worker you want to discuss with. Direct Messages are
private and non-sharable discussions.

Tasks

The “Tasks” section defaults to the “My Tasks” list and gives you visibility on all of your tasks.
This is where you can focus on what you need to get done.
If you want to view the Tasks of your team members, you can access them via the navigation
buttons across the top of the screen. Some views are hidden under the drop-down arrow to the
right of the “Followed” tab.

Now
This allows you to see all of the Tasks that you have scheduled to work on today.
If you have assigned a due date to a Task, it will appear before the title of the Task.
You can drag and drop the Tasks to prioritize them.

Due today Test the website

New Website

If it is due today, you will see an orange flag
and the text “Due today” next to your task.

Yesterday Draw the Mockups

New Website

If it is more than one day past due, you will
see a red flag, a plus “+” sign, and the
number of days it’s past due.

+ 3d Prepare the Press Releas

Marketing Campaigns

If the task is past due, you will see a red flag.

09/06/15 Write a new blog post

Marketing Campaigns

If the due date is in the future, you will see
a grey flag next to it and the date that has been
assigned as the due date.

Later
Clicking on this tab will show all of the Tasks you have postponed to a later hour or date. These
Tasks are further divided into sections such as “Tomorrow”, “This week”, “This month”, etc. The
later dates for each of these Tasks are located to the right of the Task.

Someday
This section will show Tasks that you have assigned to “Someday”. These are Tasks that may not
have a specific due date, but you still need to keep them on your radar.

Completed Tasks
Click here to see all Tasks you have completed, ordered by date.

Tasks I Follow
This will show you what your teammates are working on, but only for those Tasks on which you are a
“Follower”. These are the things that are going on in your area that you care about the most, since you
are a part of the Task or project, even if it’s just as a Follower.

My Tasks By Due Date
This shows all of your Tasks that have a due date. They will be separated according to day.

Tasks I’ve assigned (incomplete)
You can access all Tasks that you have sent (or assigned) to another person.
All Tasks are organized and grouped under the name of each person.

Tasks I’ve assigned (completed)
Clicking on this tab will show all of the Tasks you have sent and completed
It gathers all Tasks that you’ve assigned that have been completed.

Team - To-Do
If you want to see what Tasks your team is currently working on, you can find all of that information
in this section.

Team Completed Tasks
Here you can see all Tasks that your team has completed. Within each Task, you have the features
listed below to help you in your organization.
Beyond the title, you can add as little or as much information as you want.

Task Card

Choose when you want
to work on the task:
Use this feature to
organize your tasks and
spread out the workload
according to what you can
accomplish each day.

Subject:
This is where you can attach
your task to one or more
Subjects. You may assign
more than one subject to
each task. This may be
necessary when one task
applies to and needs to be
visible in many different
projects.

Subscribers:
These are the people who
need to know what is
happening with the task and/
or need to contribute to the
task. Any time you add a
comment to a particular task,
all Followers of that task will
be notified of the comment.

Due Date:
You can select a specific
due date and add reminder
notifications.

Description:
Use this section to give
additional information or
a more in-depth
explanation of the task.
You can also insert bullet
points or check boxes
which allows you to create
checklists or subtasks of
what needs to be done.

Comments:
In this area you can
discuss
in real time with your task
followers. This is where
you add the details of
each item you do to
complete your portion of
the task.

When you first enter a task, it always defaults to have no Subjects assigned to it.
If you do not add a Subject to a task, then this task is only visible to you.
It is a private task. If you want others to see this task, then assign it to your
workspace or to the Subject that houses the people you want to view this task.

Go for it!

Our Customer Success Team is available if you have any questions :
contact@azendoo.com.

