Crearea ?1 monitorizarea

sarcinilor 1n Bitrix24

1. Deschideti proiectul Tech - Help Desk pentru a crea si urmari statutul sarcinilor.

2. Apasati butonul "Create" pentru a adauga o noua sarcina.

o Tech - Help Desk

Tasks > | Feed Calendar Drive More v
Workgroup tasks CREATE |~ Role: Set by me
List  Kanban Deadline Planner Gantt Myitems: 0 Overdue

New(o) In Progress (0)

3. Completati informatiile:

1. Denumire - incepeti cu un verb (ex.: ,De creat...”, ,De verificat...”).
Descriere - includeti detalii, linkuri si informatii suplimentare.

0 Comments | Markall as read

Completed 0] Canceled 0)

[x]

There are currently no data on this page.

2.
3. Termen limita - specificati data de finalizare.
4.

Salvati sarcina.

VDEOCALL | - ABOUT PROJECT

& Automation rules

£

Bitris24Market | ~
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New task Selecta flow & TASK TEMPLATES v

De accesat si configurat profil in Bitrix24 O Hiigh Priority

Descriere:

1. Accesati linkul oferit sau scrisoarea primit3 pe e-mail.

2. Autentificati-va folosind email-ul sau 0 metoda alternativa (ex: Gmail).
3. Daca este necesar, schimbati limba din coltul stang jos.

4. Dupa inregistrare, completati datele personale in sectiunea . Profil"

5. Aderati la proiectul Tech - Help Desk apasénd butonul Join.

6. Dups aderare, accesati proiectul si incepeti lucrul cu sarcinile.

Assignee David Amoagii * + Add more Created by Participants Obsenvers

Deadiine 05.03.2025 19:00 Time planning  Options

Task status summary O Tesk status summary is required

¥ More (Project, Time tracking, Remind

Tags, Fields

ADD TASK(CTRL+ ENTER) ADD TASK AND CREATE ANOTHERONE | CANCEL

O save as template

4. La crearea sarcinii, indicati executorul (David Amoasii) si proiectul (Tech - Help Desk)
New task

Enter task name

B I US T, A fot v tA EI=E = % M E > 3 B W
Assignee David Amoasii + Add more Created by Participants Observers
Created by Ana Maria Lia lonescu Change
Observers + Add
Deadline 17.03.2025 19:00 Time planning Options
Project Tech - Help Desk Change Create project
Task status summary [ Task status summary is required

v More e tracking. Remind, Repeat Gantt. CRM. S ags. Fie
ADD TASK(CTRL-ENTER) ADD TASK AND CREATE ANOTHER ONE CANCEL

5. Indicati in setari verificarea rezultatului, puneti bifa respectiva, ca sa va apara butonul de

primire a rezultatului sau sa puteti mai usor face observatii la sarcina, daca nu va
aranjeaza.
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Observers + Add

Deadline 12.02.2025 19:00 Time planning Options
Assignee can change planned end date and deadline 7 o
[ Skip weekends and holidays 7 customize

% Check task upon completion ?

[J Add to favorites 2

[J Add to working day plan 2

[ Derive task dates from subtask dates 7

[ Auto complete task when all subtasks are completed (and vice versa) ?
Project Tech - Help Desk % Change Create project

Task status summary ] Task status summary is required

6. Setarea afisarii sarcinilor:
e Filtrati sarcinile dupa criterii relevante (ex.: cele active, cele create de dvs.).

° Tech - Help Desk = vDEoCAL | ABOUT PROJECT
Tasks > | Feed Calendar Drive More ~
Workgroup tasks REATE |+ In progress Role: Set by me &5
List Kanban Deadline Planner Calendar  Gant _ & Automation rules  Bitrb24Market | -
IN PROGRESS Setbyme o
COMPLETED s 5
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Setby
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7. Vizualizati sarcinile in sectiunea Tasks, in format lista sau tabel.
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Monitorizare si actualizare:
« Verificati sectiunea Comments pentru eventuale clarificari.
o Adaugati informatii suplimentare direct in sarcina, daca este necesar.
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9. Sarcinile aflate in aceasta etapa, in coloana "Review" sau cu statutul "Pending review",
trebuie fie confirmate prin apasarea butonului "Accept”, fie completate cu detalii
suplimentare in comentarii, daca sunt necesare lucrari aditionale. Va rog sa le procesati,
deoarece, in caz contrar, le voi inchide automat peste o saptamana dupa review
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