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Name Status Parent E NEne Filter settings... [ F4

Disable filter G!D Clear filter Preset Default

. ) X e’ - Y Enable filter | Show only my subscription D
compositing ready to start Bears - Locations - Forest Bt LB I compositing lons - Forest
° e o, AR T T ——— —

Show only unwatched tasks ]

modeling ready to start Bears - Characters - Dina : modeling ready to start Bears - Characters - Dina
Show tasks of projects All projects

compositing pending review Bears - Locations - distance shot compositing pending review Bears - Locations - distance shot : -
Show tasks with start anytime

animation Bears - Characters - Dina animation Bears - Characters - Dina Show tasks with manual progress any progress

animation Bears - Characters - Concept s P animation Bears - Characters - Concept Show only original tasks D (hide references)

Show tasks with status Show tasks with activities

No status No activity
paused Animation
=» ready to start Compositing

could be better Final output
» in progres @ layout
2 pending r%« @ lighting
v @ modeling

@ rendering
@ rigging

How to find your Task list How to set up filters for your Task list How to filter out irrelevant tasks

Select To Do List tab in the main sidebar menu. Select Filter settings... in the drop-down menu that appears when you Click on the statuses that do not require your attention:
hold down the left mouse button. No status, paused, completed, closed.

%@ » in progress v

Name Status Parent — Name Status Parent —
> ready to start 21.07.2021 ‘ John 21.07.2021 o

compositing in progress Bears - Locations - Forest

Creation: Type R Ll k v Quote  Jump to the post
B I =07 > > Paragraph v z

compositing ready to start Bears - Locations - Forest could be better
Make a P in progress Make a composite shot

modeling ready to start Bears - Characters - Dina 2 pending r modeling ready to start Bears - Characters - Dina

« completed & & & Change.. Reply.. & & & Change.. Reply..
compositing pending review Bears - Locations - distance shot compositing pending review Bears - Locations - distance shot

closed - > 3
R — 21.07.2021 ‘ ready to start John 21.07.2021 _ o

in progress Jack 21.07.2021

Hashtags -+

Thumb file name Hashtags

3 5

Status X pending review v Send Cancel

How to start working on a task How to finish a task How to write a report

Select the task you would like to work on and change its status to After you are done working on a task, press Reply button Select Report(1) message type, write the number of hours(2) you

in progress. This will let your colleagues know that you have started (it looks like an envelope) in order to create a report on the task have spent working on it, and change the status to pending

working on that task. You can change the status in the drop-down completion. review(3). You can attach a file to your report using the sidebar
menu in the task forum. menu(4). Alternatively, use Drag-and-drop function to attach a file to

your message. When your report is filled out and complete, click
Send(5) button.
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