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Introduction:
Multi-User Task Management for Palm devices is finally here!  PalmTask provides a powerful yet simple way for management and co-workers to delegate and manage their task workload.  PalmTask enables workgroups to easily create, manage, distribute and store tasks for themselves and others wherever and whenever they need by providing both a Palm OS and a Windows 95/98/NT workstation application that does it all!  

PalmTask synchronizes tasks through the workstation application and the HotSync Manager in a central database file that can be located anywhere on your Local Area Network (LAN).  PalmTask enables users to quickly monitor who, what, where, when and status of their task workflow.  Tasks can be made public to everyone in your workgroup, or private to just the Owner, Creator and the Reviewer.  Once a task has been completed, it is queued for review by the designated Reviewer.  After entering notes, the Reviewer will either accept the task as completed and move it to history (and optionally to the Knowledge Base), or return it to the task Owner as incomplete.  The history and Knowledge Base databases allows your workgroup to keep track of everything they have done in a simple, yet effective Microsoft Access database (MDB) format that can easily be manipulated in anyway you might need.  

Upgrading from version 1.0 - IMPORTANT!!!
Be sure to backup your PTASKS.MDB file PRIOR to installing version 1.1 if you are upgrading from version 1.0 – This is not necessary if your central PTASKS.MDB file is located outside the PalmTask installation directory.

Install the new version as normal, and use the Windows application Setup Menu to re-install the Palm Pilot application.

If you are using PalmTask in Single-User mode or if you're shared master PTASKS.MDB file is located in the PalmTask directory, copy your backed up PTASKS.MDB file back into the PalmTask directory after installing the new version.

If you are using PalmTask in Multi-User mode, use the Set Database Location button in the Setup menu to re-point to the correct location after installing the new version.
Installation for the Windows PalmTask application:
Run SETUP.EXE by double clicking it in Windows, or

1 Select Run from the Taskbar Start menu

2 Type the full name of the file (for example, C:\DOWNLOAD\PALMTASK\SETUP.EXE)

Press the Enter key, and follow the prompts in the setup program.  You can use the default C:\Program Files\PalmTask folder, but make note of it, the PTASKS.MDB file located in it is the master shared database file used in multi-user mode.  You will want to decide on an accessible location in your network such as a shared folder, drive, or UNC address.  

You will be prompted to configure PalmTask when it is run for the first time.  First you will be asked if you want to use PalmTask in single-user or multi-user mode.  In single-user mode, the PTASKS.MDB file will be left in the folder you installed PalmTask in.  In multi-user mode, you will need to either place or attach the PTASKS.MDB file somewhere in your network.  If this is the first installation, you will be presented with a standard dialog window to save the PTASKS.MDB file.  If PalmTask has already been installed on another workstation on your network, you will be prompted with a standard dialog window to open the exiting PTASKS.MDB file.  In either case, use Network Neighborhood to navigate to the location you have decided on.

Next, you will be presented with the PalmTask Setup Menu.  Enter the User Name you will be using.  This name must match the name used on the handheld application.  You are not required to use the same name that your handheld device uses to identify you.

Select your program defaults.  When the "Private Tasks by Default" checkbox is checked, all new tasks you create will be private by default.  Since PalmTask needs to be running when you HotSync, it is a good idea to have PalmTask run at startup by having a shortcut to PalmTask in your Startup folder. When "Start Minimized in Tray" is selected, PalmTask will start in the Windows System Tray.  

Next select the user that will be your default "Report To:" user.  This may be your immediate supervisor, boss, spouse, you or any PalmTask User.  When you complete a task, this person will be able to review it.  It also allows this user the right to save his/her changes to the task.  The task creator also has this right.

Now click the "Edit User Names" button.  Be sure to add yourself along with any other users that you want to set up.  Edit Locations to add, edit or delete any locations that you want to define.  Note that any adds, edits and deletions on the Windows application or the handheld will be reflected on the next HotSync.  If you delete a user or location, all users will see the change.

The "Set Database Location" will allow you to change the master database location.  This is done when you started PalmTask for the first time, so you don't need to do it again unless you change the location on your network.  

Installing the handheld PalmTask application:
From the Setup Menu, click the "Install PalmTask to Hand Held Device", and follow the prompts.  PalmTask will register the Satellite Forms conduit with the HotSync Manager, and prompt you through the process.  
If HotSync Manager asks you if you really want to close HotSync Manager, answer yes.  Once the files are installed, PalmTask will start the synchronization process.  You will notice the status bar on the main menu change as the process completes.  Any records in your master database file will be synchronized at the same time.

Using PalmTask:
PalmTask on the Handheld:

Using PalmTask couldn't be simpler on the handheld application.  It is suggested that you use PalmTask as an alternative to the Palm Pilot's internal "ToDo" application.  To do this, use the Preferences program to assign it to the hardware button on your handheld device.  You will find that PalmTask offers much more functionality, and effectiveness in tracking your tasks.

The Main Menu shows your user name in the top of the screen next to the Menu Bar.  Your name will be "Trial User" until you register PalmTask.  PalmTask must be registered for each user.

To create a new task, tap on the New Task button, select whom the task is for and enter the task description.  Optionally you can enter details, location, due date, private and reviewer information.  When done, return to the Main Menu.  The next time you HotSync your Palm Pilot, your new tasks will be added to the central database and distributed as needed.  Any changes to your tasks and tasks that you created will be also be synchronized.

To view your tasks, press the "Your Tasks" button.  The list will show all of your active tasks sorted by Priority by default.  You can change the sort-order of the list by tapping the column label.  You can filter the list in many ways.  The "New" button filters the list to tasks that you have not seen yet.  The "OverDue" button filters the list to tasks that have a Due Date before today.  The "Due Today" button allows you to view just the tasks that are due today.  You will also notice buttons for tasks that are due soon, like "Next 7 Days", "Next 30 Days" and "Next 90 Days".  You can also select your own dates in the due "From:" and "To:" buttons.  When pressed, the standard Palm Pilot calendar will appear for you to select the dates.  The "Location" popup list allows you to filter tasks by location, as the "Location Less" button filters tasks that have no location assigned.  To jump to the Task View screen, simply tap the task in the list.

The "Task View" is split into two screens on the Palm Pilot.  Page 1 allows you to select the task Owner, Priority, Due Date, Task Description, Location, Completion Percent, Details and Status.  The checkbox next to the Completion Percent slide control will be checked when the task is 100% completed.  You can use the record navigation buttons on the bottom of the screen to browse the tasks.  Notice that only the tasks that were listed in the previous filter screen are browsable.  If you are looking at someone  else's task, a "Save" button will appear on the bottom of the screen so you can over write the task.  This will over-ride any changes that the task Owner might have made since his/her last HotSync.  Also, the "Save" button is only available if you are the task Creator, or Reviewer.  If this is a new task, you will be alerted and prompted to accept the task.  Until you do this, others will see that you have not received the task on page 2 of the Task View.

Page 2 of the Task View shows you the Task ID#, which will be 0 if the task is new, and hasn't been uploaded to the master database file.  The Tasks Creator is shown along with the date.  The "Report To:" popup list allows you to select who the Task Reviewer will be.  This person will most likely be your immediate supervisor, so you might want to select that user as the default in the Setup Menu.  You can also delete or change the Private / Public status of this task on this page.

The "Delegated" button allows you to view the tasks that you created, and the tasks that are ready for your review.  Again you can sort the list by tapping the column header.  When you tap a task that is ready for review, you will be taken to the "Task Review" pages.  Page 1 shows you the task.  Page 2 allows you to enter your Reviewer Notes, and the ability to return it to the owner as incomplete, or move it to the History database.  Optionally, if you feel that others can benefit from the information in the task, you can add it to the Knowledge Base for others to read.  To do this, simply check the "Add to Knowledge Base" box before tapping "Complete Review & Move to History" button.

The Knowledge Base allows you to browse entries that may be useful to your co-workers.  Use this as a central location for key information that was turned up in the task "Details" section.  Use the record navigation buttons at the bottom of the screen to browse through the entries.  A search engine is planned for future versions, and will be compatible with the database supplied in this version.

Public Tasks can be viewed, filtered and sorted just like your tasks.  This view allows you to quickly find out what is happening with your co-workers tasks.  Sort by priority to see what's important by tapping the Priority label.  Sort or filter by Owner to see who is doing what!  You can use Location and Due Dates to see where and when tasks need to be done.  Tap on the task you want to view for full details.  If you are the task Creator or Reviewer, you will see a "Save" button on the bottom of the screen that will allow you to over-ride that task Owner's changes with your own.  Any task changes made will be ignored unless you tap the Save button.  

The hand held Setup Menu is very similar to the Windows application Setup Menu.  The only difference's are you have a "Start with Your Tasks" button and Registration controls.  When the "Start with Your Tasks" checkbox is selected, PalmTask will bypass the Main Menu, and jump straight to the "Your Tasks" view upon loading.  

PalmTask in Windows

The Windows version of PalmTask allows the same functionality as the handheld application, plus handles the synchronization with the central database (PTASKS.MDB) file that is shared among all installations of PalmTask in your network.  Since PalmTask must be running while you HotSync™, it is suggested you run PalmTask upon startup by placing a shortcut to PalmTask in your Startup folder.  You can use the "Start Minimized in Tray" option in the Setup menu so it stays out of your way while you use other applications.  

The main window lists tasks in a grid that allows you to quickly change and sort in many ways.  The buttons at the bottom of the screen allow you to filter the view to:

Your Tasks – Shows all tasks that are owned by you that are not complete.

Your New Tasks – Tasks that you have not seen yet.

Delegated Tasks  - Tasks you created.

Ready for Review – Completed tasks that you are the Reviewer for.

Public Tasks – All incomplete tasks that are not marked private.

Task History – Completed tasks.

All of these views, with the exception of Task History, can be filtered to "Due Today", or "Over-Due" by using the buttons on the lower right-hand of the main window.  

You can also easily sort the tasks by clicking the column title at the top of the task list.  This can be very useful when you need to see the tasks listed by Owner, Priority, Location or Due Date.

To see, or edit the any of the task details, just click on it!  (Note, you will not be able to edit the task if you do not have rights to the task.)  To create a new task, click on the New Task button.  Fill out the information just as you would on the handheld version.  When done, return to the Main Menu. 

The Knowledge Base in the Windows version allows you to add a new entry without creating a task first.  This is a useful tool for building your Knowledge Base with useful information to distribute amongst your handheld devices. 

The differences in the Setup Menu on the Windows application are:

Start Minimized in Tray – Useful when PalmTask is loaded upon startup.

Set Database Location – Sets location of the database file (discussed earlier).

Install PalmTask to HandHeld Device – Palm installation (discussed earlier).

Refer to the Installation instructions for more information on the Setup Menu.

Registration:
Registering PalmTask is required to change your User Name on the hand held device.  You may install the Windows portion of PalmTask on as many workstations as you like.  

You can register PalmTask at Palm Gear Headquarters @ www.palmgear.com  

When you register, follow the following steps to complete the process.

1 – Enter the Setup Menu on the hand held Palm OS device.

2 – Enter the name that you registered in the User Name field at the top of the Setup Menu.  The User Name is case sensitive, so be sure to capitalize correctly.

3 – Enter the registration code you were supplied in the field directly below the User Name field.

4 – Tap the "Register" button.


The screen will change to show that PalmTask is registered.  Be sure to keep a record of your registration name and code for future reference.

Discounts on multiple licenses are available.  Email us at solutions@integratedmobile.com for more information.

When you register your copy of PalmTask, you are entitled to free e-mail technical support and upgrade discounts on future version of PalmTask.

Troubleshooting:
PalmTask is designed to work in a multi-workstation Local Area Network.  Although it handles multiple synchronization's well, it is possible for PalmTask to get a file access error if too many users synchronize at the same time.  Although it is rare for this to happen, you will need to re-start PalmTask if it does.

Technical Support:

Technical Support can be obtained via email by writing solutions@integratedmobile.com with your questions.  Please allow up to 24 hours for a response.

Changes in version 1.1:
Fixed Windows NT installation issue.

Fixed Palm "Start with Your Tasks" feature.

Fixed Windows application menu.

Fixed hidden tasks issue.

Re-designed Public and Delegated Task view.

Legal Statement:
Software License Agreement for PalmTask

NOTICE -- READ THIS BEFORE DOWNLOADING, COPYING OR USING THE SOFTWARE.

INSTALLING AND USING THE SOFTWARE ACCOMPANYING THIS LICENSE 

INDICATES YOUR ACCEPTANCE OF THESE TERMS AND CONDITIONS.  READ 

ALL OF THE TERMS AND CONDITIONS OF THIS LICENSE AGREEMENT PRIOR 

TO INSTALLING OR USING THE SOFTWARE.  IF YOU DO NOT ACCEPT THESE 

TERMS, YOU MUST DELETE THE SOFTWARE FROM YOUR HARDWARE.

PLEASE NOTE THAT YOU MAY NOT USE, COPY, MODIFY OR TRANSFER THE 

SOFTWARE OR DOCUMENTATION OR ANY COPY, EXCEPT AS EXPRESSLY 

PROVIDED IN THIS AGREEMENT. 

I. GRANT OF LICENSE:

Integrated Mobile Solutions, Inc. hereby grants to Licensee a non-exclusive license to use the Software and Documentation subject to the following terms:

Licensee agrees not to cause or permit the reverse engineering, disassembly, or 

decompilation of the Software Products.

Licensee may install PalmTask on one PalmPilot for personal or commercial 

Purposes and make one copy of the Software for back-up, archival purposes 

provided such copy must contain all of the original Software's proprietary notices and components.

Licensee may not: (i) use or permit other individuals to use the Software except under 

the terms listed above; (ii) modify, translate, reverse engineer, decompile, disassemble (except to the extent that this restriction is expressly prohibited by law) or create derivative works based upon the Software or Documentation; (iii) copy the Software or 

Documentation (except for back-up purposes); (iv) rent, lease, sell, offer to sell, distribute, or otherwise transfer rights to the Software or Documentation; (v) remove any proprietary notices or labels on the Software or Documentation.

II. TITLE:

Title, ownership, rights, and intellectual property rights in and to the Software and 

Documentation shall remain the property of Integrated Mobile Solutions, Inc. and/or its suppliers and licensors. The software is protected by the copyright law of the United States and international copyright treaties. 

III. DISCLAIMER OF WARRANTY:

THE SOFTWARE IS PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND.  TO 

THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, INTEGRATED MOBILE SOLUTIONS, INC. AND ITS LICENSORS AND SUPPLIERS FURTHER DISCLAIM ALL WARRANTIES, INCLUDING WITHOUT LIMITATION ANY IMPLIED WARRANTIES OF 

MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, AND  NONINFRINGEMENT. THE ENTIRE RISK ARISING OUT OF THE USE OR 

PERFORMANCE OF THE SOFTWARE AND DOCUMENTATION REMAINS WITH 

LICENSEE. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO 

EVENT SHALL INTEGRATED MOBILE SOLUTIONS, INC. OR ITS SUPPLIERS OR LICENSORS BE LIABLE FOR ANY CONSEQUENTIAL, INCIDENTAL, INDIRECT, SPECIAL, PUNITIVE, OR OTHER DAMAGES WHATSOEVER (INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, LOSS OF DATA OR OTHER PECUNIARY LOSS) ARISING OUT OF THIS AGREEMENT OR THE USE OF OR INABILITY TO USE THE SOFTWARE, EVEN IF INTEGRATED MOBILE SOLUTIONS, INC. OR ITS SUPPLIERS OR LICENSORS HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. BECAUSE SOME STATES/JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO LICENSEE.

IV. TERMINATION:

This license shall terminate automatically if Licensee fails to comply with the limitations 

described in this license.  No notice shall be required from Integrated Mobile Solutions, Inc. to effectuate such termination.  On termination Licensee must destroy all copies of the Software and Documentation.  Without limiting the foregoing, Integrated Mobile Solutions, Inc. may terminate this Agreement immediately for any breach by Licensee of the Agreement .

V. ENTIRE AGREEMENT:

This Agreement constitutes the complete and exclusive agreement between Integrated Mobile Solutions, Inc. and Licensee with respect to the subject matter hereof and supersedes all prior oral or written understandings, communications or agreements not specifically incorporated herein.  Notwithstanding the foregoing, to the extent that Licensee uses the Software in conjunction with the Service, Licensee hereby agrees that the TOS Agreement shall apply to any use by Licensee of the Service.  This Agreement may not be modified except in writing duly signed by an authorized representative of Integrated Mobile Solutions, Inc. and Licensee.

The hand held PalmTask application and HotSync conduit was created using Puma Technology's Satellite Forms product.  For more information, visit Puma's web site at http://www.pumatech.com/
Palm Pilot™ and HotSync™ are registered trademarks of 3COM Inc.  Satellite Forms™ is a registered trademark of Puma Technology Inc.

