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SHOVEL

CREATING TASKS

Ways to Create New Tasks

1.0n your main calendar, click on Task List. Select a course. Click “Add new task”

2.0n your main calendar, click on the purple + Task button in the upper right corner of the calendar.
3.In the plan sidebar, click the purple “Add a task” button.

Read more directions here.

1=

Hoamees (08 ] [Spreg T3 IL0.

| Mimsscre g ammitas et Hinrmg Vgammnes (08 38 [Speng P05 100
i - il SRR
b = iy [ ey e ity e Mg X, B

PRI P O P

Deariviege « 00939 - Momawors hagter 13-, 23-1. asd 1

8 S et e
| R Fun b d (g

-----
- R
[rrona A ————

Fhmaar Vb Fonems svens e P

Tips on Creating Tasks

Add task details, such as Task Category, Reading Source, Due Dates, Start (Days Ahead), Estimate
Tasks, and Repeat Tasks
Plan tasks in your calendar through the directions here
The Shovel Task List shows you everything that you have to do in a table view
o Overdue tasks are shown with a flame icon #4 next to the task name
o Hide columns that you don’t want to see from your view
o Edit single tasks by clicking into the field you want to edit
o Edit multiple tasks at once by selecting the checkboxes next to the "name” field of each task and
then clicking the appropriate icon for the Edit Bar
Duplicate tasks by going to Task List > hover a task > the duplicate icon will appear next to the task >
click the duplicate button > edit the new task that appears below the original task
Restore deleted tasks by going to Task List > Trash and click “restore” on the task



https://courses.shovelapp.io/lessons/create-new-tasks/
https://courses.shovelapp.io/lessons/how-to-plan-tasks-in-shovel/
https://www.canva.com/design/DAGr2n-0VMY/ROdTvsYh1YSf0N18Zir9Vw/edit?utm_content=DAGr2n-0VMY&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://www.canva.com/design/DAGr2n-0VMY/ROdTvsYh1YSf0N18Zir9Vw/edit?utm_content=DAGr2n-0VMY&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton

