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About MeisterTask

MeisterTask is an intuitive task management tool that lets you and your
" 4 team collaborate more efficiently, helps you visualize the workload, and

brings your tasks into focus.

As an online tool, MeisterTask runs inside your web browser, so you don't
need to download, install or update anything, ever. With its free mobile

app for iPhone and iPad you'll stay on top of your tasks even on the go.

MeisterTask is an amazing tool for freelancers, private individuals and
even students, but its true potential lies in its powerful collaborative fea-
tures which are perfect for the project management of small teams. On

pages 8-14 you will find example projects for typical use cases.
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1. The Tool

In MeisterTask, users switch between two main views: Firstly, the dashboard, which offers
a personalized overview of all your projects, notifications and widgets. This view is unique
to every user. Secondly, the projects themselves, which are subdivided by sections and

display all active tasks related to the respective projects.

1.1 The Dashboard

meister::

Projects

15:23

Good Afternoon, Bob!

a small seed a mighty trunk-may grow.”

y Pawel Kadysz

@ Create New Project

1. Project List

By default, this list displays all your
active projects, ordered by the num-
ber of tasks you own in each one.

2. Widgets

The My Tasks widget displays all your
active tasks from all projects, while
the Focus widget provides a quick
overview of all your tasks that are
either due, overdue or were manually
starred.

v meistertask

Unread

5 minutes ago

(o

Mark as read

Raphaela mentioned you in a comment on

Prepare Partner Presentation

7 minutes ago
Raphaela assigned you
Optimize landing page

7 minuzss ago
& Oliver completed
Create promotional material

8 minutes ago
Oliver commented on
Prepare Partner Presentation

3. Background Image

Manually select a background image
that reflects your mood, or let us dis-
play a random new one every day.

4. Notifications

Notifications keep you up to date
about what's happening in your team.
You'll get notified whenever someone
mentions you in a comment or makes
changes to a task you are watching.
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1.2 Projects

+ meistertas " The Next Big Thing ~ @ “ ? - @ Q &b

R oo v
. . ’ Oliver said
Content creation @ Desktop applications o Mobile applications 0

— — We have to setup an extra
# MARKETING [ = = W server for that.

Preparations for investor meeting a

Loyalty program

3 0/3

DB design and architecture \o

Raphaela set a due date o @

Report S " Raphaela moved the
b @ @ task to 'On Hold"

Jan 8 = DEVELOPMENT

ey

@ Model logic O Create sketch for main page a Raphaela moved the
DEVELOPMENT besial task to 'On Hold"'
Raphaela said
I'll have it done by
1. Sections 3. Activity Stream
A project is divided into multiple sec- The Activity Stream displays all ac-
tions. How many sections you have tions and changes made inside the
and how you name and arrange them project by you and your team mem-
is totally up to you. bers.
2. Tasks 4. Members Bar
All tasks related to a project are dis- The Members Bar shows the avatars
played in the form of tiles that can be of all team members invited to the
moved freely from section to section. project along with the number of

active tasks they own in it.
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Title & Description

1.3 The Task Detail Dialog

Clicking on a task tile opens the Task Detail Dialog which contains all the information

related to the task.

Create New Tutorial Videos

Comments, mentions,

@ Raphaela ~

Due to our upcoming product update we need to create new

tutorial videos for our users

Checklist

@ video Geting Stated:

Checklist

(_) Video "Online Collaboration Made Easy"

j Video "Advanced Features"

(+) Add Checklist Item

Attachments

Attachments

3_Collab.

+ Add Attachment

Activity

activities

0 Raphaelé said (4]

Here's the link to our new “Getting Started”

video, take a look!
https://www.youtube.com/watch?v=jflAqrécBX4

(3 4 months ago N
y
Raphaela set a due date =

Ve 4 months ago 0
\0 Raphaela created the task >

Checklists

Split bigger tasks into
multiple checklist items
and check them off as
you go along. Pre-de-
fined checklists also help
you save time and work
more consistently.

v meistertask

Attachments

Quickly attach reference
files, mock-ups or mind
maps to your tasks. Up-
load from your local hard
drive or directly from
your connected Dropbox,
MindMeister or Google
Drive account.

[ i ) Task Info

@ s Content . | Tags

 Videos <

] Nov2z,2014 - Due date

Watch

31 -1 People following
the task
Like button
Activity feed

See the entire change
history of your tasks, add
comments and mention
other team members to
ask for their input. Use
the Like button to show
your approval of com-
ments & actions.
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2. Project Worktlow

There are two distinct ways to organize your project boards in MeisterTask. We call them
Static Boards and Flowing Boards.

2.1 Static Boards

1l
L

In Static Boards, your tasks are created,
managed and completed all within the same
section. Tasks may be reassigned to different
team members or moved up or down with-
in a section, but they generally don't move
from one section to another.

Static Boards are extremely flexible and
don't require that you have a fixed workflow L
in place that's applicable for all your tasks.

.

n

e
T
L

2.2 Flowing Boards

The principle of Flowing Boards is based on
the famous Kanban method, with tasks starting
out in the left-most section and subsequently
moving to the right until they eventually get
completed.

Flowing Boards are great for teams with fixed
processes that predefine the different stages a [
task has to go through, but they are also used
to represent simple temporal progresses such
as PIPELINE > UP NEXT > IN PROGRESS >
DONE.

L
_
L
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3. Use Cases

Business

3.1 Software Development

v meistertask |« Software Project Sprint - | (D) 4ol a @
*rae s [ 4 I
Raphaela
Offline mode hangs Improve usability and @ Android Support 0 Update the landing pages Ul ~
; ) performance )
A user reported that the offline mode is
no longer responsive. Browser: Chrome, The homepage needs some

APl Endpoints ’

version 32 benchmarking, as well as our other main

o pages XML and JSON response

Silviu
Broken links in footer Brd party signup ’ Internet Explorer JS error S

On top of our email / password signup, 1 F1Nov30 ] It only happens in IE10

*BUG add Google, Facebook) "
*BUG
Login Broken Add OA —
uth authentication e Add FB Storles @
S R S SIS for the API Fix Ul Bugs
ERS We should have a look at custom
— inthe .
- Nov 28 Pl ook wesiot o hony 0 Vo ool iR oge
& mindmeister this in our app. ‘
e 0/2 *BUG
rer— Wordpress plugin update @ 9 L
o The users already get a deprecation +
warning Social media integration @
1 1 ®BUG ®URGENT
FlDec 19 ®NICETOHAVE O ENovzo

Type: Flowing Board

This type of project is ideal for small software development teams maintaining a tool.
Through customer support tickets new tasks are added on the left, where the project
manager assigns them to one of the developers. Tasks are then moved up the queue
to the Next section, where they stay until a developer starts working on them. While in
Review, the project manager inspects the work. Approved tasks are completed, not ap-
proved ones go back to In Progress.

Tags:

Tags are used to classify the task.

® BUG = Software bugs and errors

@ NICE TO HAVE = Features of no particular importance or urgency
® URGENT = Tasks with a high priority
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3.2 Marketing

' meistertask #% Marketing Department ~ @

iOS Release @ Promotional Material i Update Partner Kits @ Andreid Launch ‘

Tl

| —

=] & |-
°°' of| Lesson Planning 3 8PR  ®50CIAL MEDIA https://dacs.google.com/a/meisterlabs
1 PR ®SOCIAL MEDIA 7y / Update Product Descriptions Q

® CONTENT

= 1 Dec 26 e CONTENT 1 0/1 ® CONTENT 1 PR #SOCIAL MEDIA

Halloween Campaign e Product Update e Flyer and Brochure Design @

® CONTENT

Website Redesign 9 7 |
v New Affiliate Program 9
# CONTENT 1 ®SOCIAL MEDIA October Newsletter E’
0/3
s CONTENT

Christmas Campaign [} November Report @
#SOCIAL MEDIA 1 esE0

New Tutorial Videos i

Nov 22

Type: Flowing Board

In this project, new tasks are being added in the Pipeline section on the left and moved
first into the Upcoming section, then into the In Progress section. Tasks that were already
started but have to be put on hold for whatever reason are temporarily moved to the On
Hold section.

Tags:

Tags are used to indicate which type of marketing the task is related to.
©® CONTENT = Content marketing (blog, website, etc.)
® ADS = Print adverts, banners
SEO = Search engine optimization tasks
® PR = Public relations (press releases, communications with journalists)

® SOCIAL MEDIA = Social media campaigns & posts

Tip: This type of project is great for small in-
house marketing teams that handle many differ-
ent types of tasks.

((§

Vv 4 meIStEFtSSi{ -9- www.meistertask.com



3.3 Sales

v meistertask | v SALES - @ Z-leola @
iZ New Leads 6 | 8 Assessment 5| ? W Resp... 3 ‘ 3|  Sold
Mare Taylor, IBM 5 Danny Lannister, 9Fly o Max Bucholz, Dumont 3 Michael Myer, Hasbro } Silva |. Andrews,
Publishing Scotland Telecoms
*BLEAD 1 ElOct2] e8LEAD X
P s Raphaela
John Tacky, 0 s
MacroManiacs Joseph Moldovan, MC () ) Bob Thornton Jr, 30 (@
Agency Willow Summers, IOR @ Productions Susan Kerr, Mercedes
London Benz
Ann Ling, Xima 5 * CLEAD ¢ CLEAD
*BLEAD *BLEAD
Thomas O'Conner. 0 Tim Appleton, Berkley } Rosy McNally, 5
Dublin Advertising’ - Laura Peterson, AMC 3 University of Kentucky Jacky Umar, Body and
SELEAD Mind California
» CLEAD 121 eBLEAD
* B LEAD
Jake Wartortle, AFIL 5 Brian Donovan, \o

WireMe.com

Tamara Wollowitz, MIT
Jane Daniels, Lukas & BALRnE:

Co

e ALEAD

Al Holler, Al Holler & 3
Sons

B LEAD

Type: Flowing Board

In this project, each task represents a sales lead. The task tiles are inserted in the New
Leads section on the left. The other four sections (In Assessment, Waiting for Response,
In Negotiation, Sold) correlate with the different stages of the sales funnel. Tasks move to
the Sold section once the contract is signed, and stay there until the whole sale is com-
pleted.

Tags:

Tags are used to indicate the lead ranking.
® A LEAD = Hot lead (highest ranking)

® B LEAD = Warm lead

@ CLEAD = Cold lead

Tip: This type of project is great for small sales
U teams or individual sales people.
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3.4 Event Planning & Management

v meistertask & Eventplanning -+ | © ™
4 J7 Entertainment 4 J Marketin, 4 =)
Valentin
Flower arrangements Phato booth a Schedule discussion with Invitations
host
ORDER ...to put up in the big hall so guests can 3 eDESIGN
take photos of themselves and print 2 eMEETING
them out right away
Location manager @ 1 ! ORDER Event program
. Playlist discussion with band a
Need to do a walk-through with the » DESIGN
location manager! 2
Event photographer MEETINCE
Nov 30 ®MEETING
We need to find an event photographer Website teaser
until Saturday, our budget is 800 €. Guest speakers @
Sound system a 1ZE hlervizsls o DESGN
¥ HORGANIEE * MEETING
® ORGANIZE .
p Give-aways for guests
Catering 9 Tombola prizes
z i » ORDER
Computer and electronics @ S i Decide on 3 main tombola prizes and
—_— order them. Our budget for all prizes
together is 500 €.
Shuttle bus
» ORDER
... to bring guests from train station to
location
® ORGANIZE

Type: Static Board

Whether it's a small wedding or a grand award ceremony, a good overview of your tasks
is extremely important when it comes to organizing an event. Keeping the number of sec-
tions low will help you see at a glance what's happening in your project. Tasks are gener-
ally not moved around between sections.

Tags:

Tags are used to indicate the type of task.

® ORGANIZE = Includes research, communication and making appointments
ORDER = Includes all types of purchases

® MEETING = Meetings with both team members and external entities

@ DESIGN = All (graphic) design related tasks

Wéi meIStEFtan«( -11- www.meistertask.com



3.5 Social Media Agency

v mefsfeft&j‘f\ @ Social Media Campaigns ~ @ j/:’ - G—)
Christmas Campaign Thanksgiving Post 3 I'm loving it! lo Black Friday Campaign Introducing the
Mercedes-AMG GT
1 ®WHISKAS Nov 24 s MCDONALDS 1 ©MCDONALDS

BLACK FRIDAY Nov 21 MERCEDES

__ -30%

It's your lunch - take it! Cats and dogs - image 3

series

MC DONALDS
® WHISKAS \I@ Cab Facts

The biggest

Amazing cat facts ' Sk .
at of the weel
contest

® WHISKAS

Nov 27

Jigermeister bottle 12 Days of Christmas o T

tower - share your Videos Cat and mouse - your

picture and win! cat's favorite game

© WHISKAS

o JAGERMEISTER Theriand now = arce s Nov28  WHISKAS
Mercedes driver, always e ) .
a Mercedes driver

New GLA Class SUV 2 2 ®MERCEDES

Teaser

1 MERCEDES

Type: Flowing Board

This project is designed for a marketing agency that creates social media postings and
campaigns for various clients. During strategy meetings new ideas are developed and
added as tasks in the Pipeline. From there the tasks are dragged to the Concept & Text
section, where they stay until a Community Manager completes this stage and moves
them to the Design section, and so on.

Tags:

Tags are used to indicate which client/product a task is related to.
MERCEDES = Social media campaigns and posts for Mercedes Benz

® WHISKAS = Social media campaigns and posts for Whiskas
MCDONALDS = Social media campaigns and posts for McDonalds
JAGERMEISTER = Social media campaigns and posts for Jagermeister

Tip: This type of Flowing Board is great for all
kinds of agencies whose team members have
very fixed roles and whose tasks always go
through the same processes.

www.meistertask.com
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Education
3.6 Semester Planning

' meistertask | Winter Semester 2014/15  ~

Summarize Chapters 1-3 in Midterm Pragmatics Edit Philosophy Paper Write Analysis of Cultural Artifact
Textbook B
Dec 17 ® EXAM PREP Nov 20 ® RESEARCH PAPER Minimum 500 words; Answer the
® HOMEWORK following questions: What do you think
is the purpose or function of the image?
Final Pragmatics Print & Bind Philesophy Paper What is the commodity? How is it being
Heart of Darkness by Joseph sold? What ideologies are inherent
Conrad 1Jan 30 ® EXAM PREP 1 Feb 2 ®RESEARCH PAPER within the image to help sell the
product? What, if any, symbols of power
Nov 21 ®READING or hegemony are present within the
. . ", " i 7
Revise Material from Unit 4 The Dialogues of Plato by Plato Iages
& HOMEWORK
Transcribe Interviews Nov 28 3 ® HOMEWORK @ READING

» RESEARCH PAPER
g Adorno, Theodore and Max

Horkheimer. The Dialectic of
Enlightenment

Aguinas by Fr. Frederick
Copleston, 5J

Evaluate Research Results
® READING

® READING
® RESEARCH PAPER

) : Faith, Hope, Love by Josef Pieper Multiple Choice
Final Seminar 2
» READING
Jan 30 *EXAM PREP
] Mar3 ® EXAM PREP

Type: Static Board

Students can use a simple project board like this to stay on top of their to-dos for school

and university. In this case, each subject was assigned a section and tags are used to indi-
cate the type of task. Alternatively, students could also create sections for different types

of tasks, labeled Homework, Reading, Exam Prep and Research Papers, and use the tags

to indicate the subject.

Tags:

Tags are used to indicate the type of task.
® HOMEWORK = Homework assignments
@ READING = Books from the mandatory reading list
RESEARCH PAPER = Tasks related to research papers (interviews, research, etc.)

® EXAM PREP = Necessary preparations for exams (revising, summarizing, etc.)

v meistertask 13- s meistertask.com



3.7 Creating a Student Newspaper

« 'meistertask =« Creating a Student Newspaper - | (D)
" Desigr 2 b i et
Interview with the new ’ Loge type and front page 0 3 images of school mascet @ Find cheap printer's shop & ’
Principal design from archive solicit quotation
2/4  sNEWS @ v20 ®NEWS
Mrs. Eller's flipped classroom @ Layout News section ’ Mrs. Eller (portrait mode) \t’ Organize two additional @
model = volce recorders

El1Nov29 e NEWS o oviNIoN

® OPINION

Layout Entertainment section e Principal Rosenberg (front @ Buy new batteries for camera “
The tragic loss of our @ SENSRE page)
beloved school mascot
* NEWS
* NEWS .
Layout Sports section o = = Find sponsers ,
i = f_
s Slideshow of refurnished 0 ... to cover printing costs
Mobile phones in the @ cafeteria
classroom !
El1Nov20 eNEWS
Eammian "Spot the mistake” images @ i

) ®ENTERTAINMENT

Type: Static Board

Virtual collaboration is one of the most important skills in the modern job market, which
is why schools are emphasizing it today more than ever. Simple projects like this one can
be used in various educational contexts, from creating a student newspaper (ongoing or
recurring project) to completing a collaborative research project (nonrecurring).

Tags:

Tags are used to indicate which section in the newspaper a task is related to.
@ OPINION = Opinion section
NEWS = News section
® ENTERTAINMENT = Entertainment section
® SPORTS = Sports section
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4 The MindMeister Integration

MeisterTask perfectly integrates with the online mind mapping tool MindMeister. Together,
the tool suite offers a seamless visual workflow from first idea to finished project.

(@ Event Planning *

=%
@ Flower arrangements all a e B
— B Schedule discussion with host
Q==

% @ Location manager = l
o @ Sound system = | = - ........
7 A Guest speakers = . . @ . . . .
k % Tombola prizes
O ceee0e
@zo

000009 @ -
@ i

Event Planning @ [pdons(=) (> oo v

Location L 28 Playlist discussion with band =

Entertainment

@ Computer and electronics

ié8i Photo booth =

fisi Event photographer @ Event program

l Service Marketing

4 Catering

t . Website teaser =

& Shuttle bus = % Give-aways for guests

To esign, drop tasks onts the usars, . (Q
urwsségned Rap;suela

Project *Event planning* changs...

i T G G ° Theme = Custom Share this map . Hint: Browse our mind map library. View @ = @l

Start by planning your project in a MindMeister mind map. Each topic you create can po-
tentially be turned into a task. When you're done, open the MeisterTask footer. Connect
the mind map with an existing project in MeisterTask, or simply create a new one directly
from the map. Drag & drop topics onto a user’s avatar to assign tasks to them. Tasks are
automatically exported with the topics’ notes and links.

« meistertask | ) Eventplanning - | @ 2L @ Q @

Raphaals
Flower arrangements . Photo booth 0 Schedule discussion with host @ Invitations -
Jo)
® ORDER ...to put up in the big hall so guests can take 3 FlDec29 ®MEETING © (3 eDssiGN .) "
photos of themselves and print them out right o
away
Location manager lﬂ 1 E1Nov21 eORDER Playlist discussion with band @ Event program
Meet with Mr. Amold to discuss the cable FlNav21 ®MEETING 1 @ DESIGN
problem next to the smaller stage!
Event photographer @
] Nov30 ®MEETING y,
We need to find an event phatographer until Guest speakers o Website teaser e
Saturday, our budget is 800 €
® MEETING T Nov 29 #DESIGN
Sound system @ « ORGANIZE
® ORGANIZE .
Tombola prizes Give-aways for guests
Catering @
i . Decide on 3 main tombola prizes and order « ORDER
Computer and electronics e  ORDER them. Our budget for all prizes together is 500
® ORGANIZE 5 +
* ORDER
Shuttle bus @ L
+
... to bring guests from train station to location +

® ORGANIZE

£
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Try it now!
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