Startup Guide to using TeamWork.cofar students

(The following is an illustrative example only. Task planning and naming used in the example below is merely for the s¢
of showing a sample example and by no means suggested or recommended for theRleasgeconsult your faculty
instructor for guidance on project planning.)

1. Check the welcome emdlYou must have been added you to the TeamWork.com site. If not, please inform your TA
or faculty instructor).

Your account is ready!
~ From: @, (AmitS Jariwala (Georgia Institute of Technology) |

To: [ webmaster@capstone.gatech.edu |

Reply To: (amit jariwala |
Hi Johm,

&mit S. Jariwala has created e —— azyce
Z| of Technology for vou at(fEtps://gatechdesign.teamwork.com/ .

Your
account information is

Username: web-capstone
Basswor d:

To get started, follow this link
hrtps://gatechdesign. teamwork. com/

2. Login the site

C' @ https:/gatechdesign.teamwork.com

Georgia
Tech

Georgia Institute of Technology

‘web-capstone

Forgot your password? Log in with an OpeniD

3. Only ONE administrator péeam needs to create a project

& — @ @ nhttpsy/gatechdesignteamwork.com/dashboard w 84 =
DASHEOARD EVERYTHING PROJECTS CALENDAR o ® QuickAdd @& Switch Project
Georgia Institute of Technology L SR

| Georgia

A T;gch
Welcome!

Welcome to Teamwork Project

Manager! You are going to love N fo) Projects
this.
This is the Dashboard Page. It's OK, you don't have any projects so just create one! Click the

empty right now, but as you add
items, this page will become
more interesting

button below arted

Create the first project »

Getting started

« Video tutorials

+ Read the FAQs

3 Help Teamwork.com




4. a.Specify project bas$ (You may specify start and end dates of the praact change other settings from other
tabs)

& - @ @ hips//gatechdesign.teamwork.com/dashboard %l Eo-g =

Add project

Name the project ("Packaging redesign” or "Sales and marketing”, etc)

‘RLID - Rapid Lugnut Installation Device

Description | Features  more »

Provide a description (optional)

This project is sponsored by ABC and the primary goal of the project is
blah blah blah...r

2

‘ Add project E,

b. Click More(Tab)y Category> Semester(Fall2014} School or GT4823(depending on yoajor/section)
& g e

€ > CH ‘ https://gatechdesign.teamwork.com/index.cfm i‘j‘

Add project

Name the project ("Packaging redesign" or "Sales and marketing”, etc)

‘RLID - Rapid Lugnut Installation Device

Description  Feature€ | Category | Dates «less

Category

w Fall 2014 — MSE +

Choose category:

O Research

l (] Fall 2014
O ECE

[0 GT4823

|
MSE

[ PubP
[0 Summer 2014
O ME




5. You may create a task list ndrefer #6)or simply invite your team members to the group and add the tasks later
a LY@AGS GSFY YSYOGSNR FNRBY GKS at S2L)X S¢ Gl o
€ - € @ httpsy/gatechdesignteamwork.com/projects/4592 1-rlid-rapid-lugnut-installation-device/projectpermissions

PROJECTS ~CALENDAR

ve) E1 -0 =

Add @ Switch Project

CETI— .

RLID - Rapid

® Quic
Lugnut Installation Device

OVERVIEW TASKS MILESTONES MESSAGES FILES TIME NOTEBOOKS RISKS LINKS BILLIN
People on this project

People Roles

Kuick Search 1 account Displaying 10f 1t0tat [l = | 8%
Capstone Design - Fall 2014 (+]
Joh Doe Capstone Design - Fall 2014 s
1 [ o o o i 7 =R o
@ Hep

Powered by Teamwork.com

b. You can search for students from the class and invite them directheaRentilall your team members are
added.Also,add your ingructor to your project as well!

& - C |8 httpsy/gatechdesign.teamwork.com/projects/4592 1-rlid-rapid-lugnut-installation-device/projectpermissions

Add people to project

Search by company Search by name

‘ Capstone Design - Fall 2014 v| M ‘ o

selectal selectnone @[ show people already in project

Add selected users to this project [dgie=ild=]

hitps://gatechdesign.teamwork.com/#




c. OPTIONALL Y @A (S &2dzNJ LINP2SOG aLRy&a2N 2N SEGSNYIt  YSy
(You may ask your mentor for the preferred user login name, if they are interested to have access to your
group page on TeamWork.com)

Add User x

Essentials | Details Address Profile  Social Localization = Permissions = Preferences

Name- John Doe
Emair webmaster@capstone.gatech.edu
Upload pheto
Company MEA4182A - Fall 2014 =
Job Title
User Login® web-capstone
Password Choose a random password
Send Email

6. You maycreate a task list now

<« € @ https://gatechdesign.teamwork.com/projects/45921-rlid-rapid-lugnut-installation-device/tasks v &1 @

DASHBOARD EVERYTHING PROJECTS CALENDAR

RLID - Rapid Lugnut Installation Device

ne Design - Fall 2014

L ¥ OVERVIEW TASKS MILESTONES MESSAGES FILES TIME NOTEBOOKS RISKS LINKS BILLING PEOPLE @
Filter by user

‘ Al users -
= @ Add task list QNSNS
[ Task lists

No active lists

all Reports

Task lists report

Gantt chart export..
Gantt chart No Task Lists

Hey John. you don't have any task lists for this project just yet

Click the button below to create your first task list

Create the first task list D

@ Hep Teamwork.com I




a. Specify name for the task list

New task list

Give the lista name (eg. "Changes to layout” or "Bug fixes / typos")

|Report writing and presentation

Notes | Privacy Milestone = Advanced

Do you have any notes for this list? Enter them here:

This task deals with drafting project reports for the class

‘ Add this task list [ Jeu]

b. Make your task list a part of the project milestones

New task list

Give the lista name (eg. "Changes to layout” or "Bug fixes / typos")

|Repcrt writing and presentation

Notes | Priva dvam:ed

Does this list relate to a milestone?

‘ No, this task list doesn't relate to a milestone

+|Create anew miestone,

Add this task list ECIEE




Add a new milestone

| Submit Report #1

When is it due? Who's responsiole?

07/2012014 John Doe (Me) -

Hutipe People
Piivacy & Everybody on project v

Reminder? [ (An email reminder will not be sent to the person responsible]

Notify now? [ (e person responsible will not be notified)

/Add this milestone [ELSELE]

c. Add tasks to the task list

DASHBOARD EVERYTHING PROJECTS CALENDAR Add @& Switch P

RLID - Rapid Lugnut Installation Device

L OVERVIEW TASKS MILESTONES MESSAGES FILES TIME NOTEBOOKS RISKS LINKS BILING PEOPLE @
Filter by user

[ A users -

— ORCIESIEE © options
[ Tasklists

~ Report writing and presentation
Report writing and presen... [0

Milestone: Submit Report #1 (Today) John D. responsible
illReports This task deals with drafting project reports for the class
Task lists report
Gantt chart export + Design Specifications
Gantt chart & a0 1+ e
Who should do this Start Date (opiio Due Date (optional
| John Doe (me) - ‘ ‘uwzmuu 0712612014 ‘
[ Notify by email? + | Muttiple People: Today| +1Day| +1Week| Mon| No Date Today | +1 Day| +1Week| Mon| No Date

Save my changes [SechICl

Q) Help

ered by Teamwork.com I




d. You can add sutasks for each task

DASHBOARD EVERYTHING PROJECTS CALENDAR

® QuickAdd @R Switch
RLID - Rapid Lugnut Installation Device

jn - Fal "

N x .

L ¥ OVERVIEW TASKS MILESTONES MESSAGES FILES TIME NOTEBOOKS RISKS LINKS BILLING PEOPLE @
Filter by user
[ A users -

[ Task lists ~ Report writing and presentation

Report writing and presen... [l

Milestone: Submit Report #1(Today)

John D. responsible
Reports This task deals with drafting project reports for the class
Task lists report

- JohnD. Design Specifications (Start: in 2 da.
Gantt chart export.. o =P

£ Jul 26tk

Gantt chart

& % &4 0 r C

Who should do this

Start Date Due Date
John Doe (me) - 07i22/2014

0712612014

DNotity by emai Mutiple Pe

Save my changes [Ule=UlE

Help

Teamwork.com

DASHBOARD EVERYTHING PROJECTS CALENDAR

kAdd @R Switch P
RLID - Rapid Lugnut Installation Device

Capsto jn - Fall 2014

L ¥ OVERVIEW TASKS MILESTONES MESSAGES FILES TIME
Filter by user

NOTEBOOKS RISKS LINKS BILLING PEOPLE
[ A users -

[ Task lists - Reportw

g and presentation
Report writing and presen

Milesione: Submit Report #1 (Today)

John D. respansible
illReports This task deals with drafting project reports for the class
Task lists report
John D. Design Specifications (start: in 2 da
Gantt chart export. @ e 9N Sp ¢

£ Jul 26th)

Gantt chart

John D. Define the problem  (start: in 2 da

t Jul 26th)

Understand User needs

& E % 0 0
Who should do this? Start Date Due Date
John Dog (me) - 0712212014 0712612014

Hoti

by emair? Nutipie People

Save my changes [dge=iRE]

Add a task




e. View your tasks on automatically creat€antt Chart

DASHBOARD EVERYTHING PROJECTS CALENDAR

RLID - Rapid Lugnut Installation Device

e Design - F 14

L ¥ OVERVIEW TASKS MILESTONES MESSAGES FILES TIME NOTEBOOKS RISKS LINKS BILLING PEOPLE @
Filter by user

[ At users -~

B Tasklists ~ Report writing and presentation

Repart writing and presen... [l

Milestone: Submit Report #1 (Today) John D. responsible

il Reports This task deals with drafting project reports for the class

Task lists report

Jomn Design Specifications (start: in 2 days, Tue ul 22nd) (Dues in & days, =t Jul 26th)
Gantt chart export. a nSp
Jonn o, Define the problem (start: in 2 Gays, Tue Jul 22nd) (Dus in & days, Sat Jul 28th)
Jahn D Understand User needs (Start: in 2 days, Tus Jul 22nd) (Dus in 6 days, Sat Jul 26th)

@3 Hain Powered by Teamwork.com
hitps://gatechdesign.teamwork.com/projects/45921/ gantt

RLID - Rapid Lugnut Installati... 2014 b
Capstone Design - Fall 2014 oy

Thutd | Fritl

Suni3 | Moni4 | Tueis

Thui? | Fril | Sati3 | Sun0 | Mon2l | Tuel

Thue | Frls

Sun27 | Mon2s | Tuel

Fil | Sst2 | Sun3 | Mond | TueS

Report writing and presen... 0%

4 1
Design Specfications 3o D. (5 days)
Define the problem H 3ehn . (5 daye)
Understand User needs H John . (8 days)
€ Submit Report #1 John D. respensible




_2dz Oty A8yR YSaal3sa (2 SYGANB G8FY RANBOGEE FNRY
common repository of email messages

a. Choose if you want to send messages to entire team or only few members iafime




