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C5 Navigator

Getting Help

1.

Read this manual. We want to know if you don’t find the answers you
need, so we can develop this document into a valuable resource for all
of our users.

Take detailed notes on the problem. If you experience technical
difficulties with the program, write down what you were doing when the
problem occurred. Try doing the same thing in the program again to see
if you can replicate the problem.

Email us at Support@TheAlignGroup.com. We place a priority on
responding to email requests because we can better track the status of
your needs, and because email helps us develop a history of issues for
future development.

Our goal is to reply to support requests within one business day.
Historically, we achieve this goal 95%-98% of the time.

. And remember...we create great products because we have great

customers! We want to know how we can apply our expertise to
developing solutions that add value to you. Email suggestions to:
Newldeas@TheAlignGroup.com

5/1/14
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C5 Navigator

System Requirements

PC: Pentium or higher
Operating System: Windows95 or higher
60MB available hard disk space

CD ROM Drive (for installation only)

Installation

Setup can take 10-15 minutes, and may require your system to restart.

Save all of your work and exit from all other programs.

Place the C5 Navigator™ CD in your CD drive. If the installation does not
start automatically, browse the CD contents and double-click on
“Setup.exe”:

File Edit View Favorkes Tools Help
Qoack ~ ) - (F O search [ Folders [~ : Roeen
Date Modified
41142003 4.,

ettings  2{15/2005 7:...
§i21/2003 12...
6i21/2003 12..,
2/15(2005 7:..,

Size
35,249 KB Cabinet
22,769KB  Windows

File and Folder Tasks

&) Publish this Folder to the
el 1KB Conf

1,463 KB
1,495 KB
128

fa? Share this folder

1oke 82112003 12..
970 KB el 2f15(2005 7:...
5 My Computer 60,640 KB 11912005 4:...
My Dacuments 1,776 KB Win ler P, 2j15/2005 ...

25KE  Microsoft Wor
1KB

oc.. 1119{2008 4.,

Shared Documents
2{712005 12:...

& My Metwork Places
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C5 Navigator

Follow the instructions of the installation program:

Installing TaskMaster

The Setup VWizard wil install TaskMaster on your computer
Click Next to continue ar Cancelto exit the Setup Wizard

<Back

By default, setup will install C5 Navigator™ in “C:\Program Files\The Align
Group\C5 Navigator.” We advise that you accept this recommended
location...if you need to install C5 Navigator™ in another location, contact
The Align Group for additional configuration instructions.

Setup will create a program group named “C5 Navigator,” and a shortcut to
“C5 Navigator” on your desktop. You’re ready to begin!
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Getting Started

To start the program, double-click the C5 Navigator™ icon (the orange ball)
on your desktop. The C5 Navigator™ license screen will appear for several
seconds before the Main Menu appears.

Add Your Team Members

From the Main Menu, click on “People”:

HEB D/GM
TaskMaster

Mission:

[ Prioriies. Initiatives. Tasks
_| Peape

| Metiics

_| Other

Vision: ]

Build one for free in 20051

Version 1 17-MAY-05-A

Copyricht 1996 - 2004 The Align Group,
L, Allights reserved,
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C5 Navigator

A screen will appear with a “dummy” team member named John Doe:

® TaskMaster

B People E] \z|
Last Name First Name Email Address

John doe.john@thealigngroup. com

Record: 14 ] 4 2 _»|blr¥]of 2

On the blank row below John Doe’s record, add the names and email
addresses of your team members. Click the “X” in the upper right hand
corner to close this screen when you are finished:

® TaskMaster

&8 People

First Name Email Address
John doe john@thealigngroup. com
Ted ackerman.ted@acme.com
[Tina | bonner.tina@acme. com
| Sue darth.sue@@acme.com
Mark jansen.mark@acme.com
Fred  eastman fred@acme. com
| Sharan francis. sharon@acme. com
|Kathy oope: ne.com|

Record: 14 4 5 b | M [r¥|of B
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C5 Navigator

Add Your Team’s Priorities

From the Main Menu, click on “Priorities, Initiatives, Tasks”:

® TaskMaster

Main Menu

HEB D/GM

Mission:

Vision:

Build one for free in 2005

TaskMaster

Version: 17-MAY-05-A

Copyiight 1336 - 2004 The Align Group,
UG, Al rights reserved,

A screen will appear with a “dummy” item titled, “Your Company or
Department.” Edit this line to reflect the specific name of your company or

department:

® TaskMaster - [TaskMaster]

| Reparts | Yiew | Close

" Item Start Date | End Date | Duration|  Owner | Status

| Notes | Metrics| #

+ ¢ Your Colnpany or Department 14152005

Recard: 4| 4 T b | MLkt of 1 (Fikered)

82844 Doe In Progress 1

5/1/14
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C5 Navigator

At the far left of the line you will see a plus (“+”) symbol. Click on that
symbol to open up the next level down:

® TaskMaster - [TaskMaster]

| Reparts | Yiew | Close

AN Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #
Acme, Inc| 1172005 12/312020 0 5844 Ackerman In Progress 1

® TaskMaster - [TaskMaster]

| Reports | Yiew | Close

[*] Start Date | End Date [Duration|  Owner |  Stams | MNotes|Metrics| #
p|- Acme,lnc 11172005 1243172020 5844 Ackerman In Progress 1

IO Start Date | End Date [Duration| Owner |  Status | Notes| Metrics| #

Record: | ¢ 1

Recard: 14| ¢ T b | PLr k] of 1 (Fikered)

Add your team’s priorities, start/end dates, and owner to the blank rows
below your company/department:

® TaskMaster - [TaskMaster]

| Reports | Yiew | Close

[ tem Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #

b - AV 1/1/2005 1273172020 5844 Ackerman In Progress 1

| Item Start Date | End Date [Duration]  Owner | Status [Motes] Metrics
+ Develop our peaple 1172008 1243172008 35 Ackerman In Progress

|- ‘Aggressive\y pursue product innovation 1172005 12/31/2005 35 | Bonner In Progress

+  Grow international markets 14172006 12/31/2005 365 Darth In Frogress

Record: 14| 4 A CIEIEE
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Add Your Team’s Initiatives

Click on the “+” symbol at the left of one of your priorities to open up the
next level down:

® TaskMaster - [TaskMaster]

| Reports | Yiew | Close
[ Item Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #
B|- Acme,Inc 1172008 12/31/2020 5844 Ackerman In Progrees 1

=] Item Start Date | End Date [ Duration] Owner |  Status | Notes| Mefrics

M- )Deve\up our peaple 1172005 12/31/2005 365 Ackerman In Progress
A 8
g e Start Date | End Date [Duration]  Owner | Status | Notes|Metrics| #
I
[~
+  Aggressiely pUTSTETTICHIVAtT TH2005 |12/31/2006 | 365 | Bonner In Progress 2

[ |+ Grow intematianal markets 1172005 1273172005 | 365 Darth In Progress | 3

Record: 4| 4 i

On the blank rows below your priority, add the initiatives, start/end dates,
and owners:

® TaskMaster - [TaskMaster]

JEepnvts | View | Cloze

Il Item Start Date | End Date | Duration|  Owner |  Status | Notes|Metrics| #
M- Aome, Inc 1412005 12312020 5644 Ackerman In Progress 1
] Item Start Date | End Date [Duration| Owner |  Status | Notes| Metrics | #
»|- Develop our peaple 12005 123172006 | 365  Ackerman | In Progress 1
[~ Item Start Date | End Date [Duration] Owner |  Status | Notes[Metrics| #
%] I\nlhahve‘\ 1120063312008 S0 Eastman 1
|- Initiative 2 41/2005  BAE0/2005 91 Francie In Progress 2
[+ nitiative 3 TARO05 943072005 52 Jansen Mot Started 3
N+ Initiative 4 10//2006 1273172006 | 82 Looper | Mot Started |4
[*]

|+ Aggressively pursue praduct innovation 1172006 1243172005 365  Bonner In Progress 2

|+ Grow international markets 2006 1243172005 365 Darth In Frogress &)

Record: M | 4 T b |r |>sﬂ of 4
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Add Your Team’s Tasks

Click on the “+” symbol at the left of one of your priorities to open up the

next level down:

® TaskMaster - [TaskMaster]

Record: 4| 4 i

| Reports | Yiew | Close
G Item Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #
B|- Acme,Inc 1172008 12/31/2020 5844 Ackerman In Progrees 1
=] Item Start Date | End Date [Duration] Owner |  Status | Notes| Metrics [ #
»- Develop our people 1172005 12/31/2005 365 Ackerman In Progress 1
7 Item Start Date | End Date [Duration]  Owner |  Status | Notes|Metrics| #
-1) Initiative 1 104142005 12/31/2005 a2 Looper Mot Started 1
= Item Start Date | End Date [Duration| Owner |  Status | Notes|Metrics| #
3 1} Mot Started 1}
BE Initiative 2 47172006 B/30/2005 a1 Francis In Progress 2
+ Initiative 3 772005 |9430£2005 92 Jansen Mot Started ]
e Initiative 4 1172008 | 6/30/2005 181 Eastman In Progress 4
[*] [ Mot Started 0
|+ Aggressively pursue product innovation 1172008 1243172008 35 Bonner In Progress 2
W= Growy international markets 1A/2005  12/31/2005 365 | Darth In Progress

On the blank rows below your priority, add the tasks, start/end dates, and
owners:

® TaskMaster - [TaskMaster]

JEepnvts | View | Cloze
= Item Start Date | End Date | Duration|  Owner |  Status | Notes|Metrics| #
|- Acme,lnc 112005 12/3142020 6644 Ackerman In Progress 1
] Item Start Date | End Date [Duration| Owner |  Status | Notes| Metrics | #
»|- Develop our people 1A1/2006 | 12/31/2006 365 Ackerman In Progress 1
=] Item Start Date | End Date [Duration] Owner |  Status | Notes[Metrics| #
b|- Initiative 1 112005 | B/30/2005 181 Eastman In Progress 1
Start Date | End Date [Duration]  Owner |  Status | Notes|Metrics] #
1A2005  |1/31/2005 3 Ackerman 1
2N/2005 | 272672005 28 Bonner Mot Started 2
/2005 | BA02005 122 |Darth In Prograss 3|
[t} Rot Started o
|+ Initiative 2 4172005 BAE0/2005 91 Francis In Progress 2,
B Initiative 3 72005 9730/2005 92 Jangen Mot Started 3
BE Initiative 4 10A1/2005 | 12/31/2006 a2 Looper Mot Started 4
[#| i Mot Started [
e Aggressively pursue praduct innovation 1172005 1243172005 365  Bonner In Progress 2
|+ Grow international markets 2006 1243172006 366 Darth In Frogress

5/1/14

Page 11 of 33



C5 Navigator

Adding Subtasks and Beyond

C5 Navigator will let you add as many levels of subtasks as you desire, but
the screen will only display four levels at any one time. To open up lower
levels in the item hierarchy, double-click on any item in Levels 2, 3, or 4.
The item you double-clicked will become the item displayed in Level 1,
which will allow you to add three more levels below it:

® TaskMaster - [TaskMaster]

JEepnvts | View | Cloze

Graw intej

| Reports ‘ View ‘Quse

Item Start Date | End Date | Duration|  Owner |  Status | Notes|Metrics| #
|- Acme,lnc 14142005 12/3142020 6644 Ackerman In Progress 1
] Item Start Date | End Date [Duration| Owner |  Status | Notes| Metrics | #
3 Develop our people 1A1/2006 | 12/31/2006 365 Ackerman In Progress 1
Tteu. Start Date | End Date [Duration] Owner |  Status | Notes[Metrics| #
» Initiative 1 +— Double-click 112005 | B/30/2005 181 Eastman In Progress 1
this item...
Start Date | End Date [Duration]  Owner |  Status | Notes|Metrics] #
Task 1 1A2005  |1/31/2005 3 Ackerman 1
I Task 2 2M1/2005 | 272672005 28 Bonner Mot Started 2
Task 3 |3#1/2005 | B/A0/2005 122 |Darth In Progress El
[t} Rot Started o
Initiative 2 4172005 BAE0/2005 91 Francis In Progress 2
Initiative 3 7172005 94302005 92 Jansen Mot Started 3
Initiative 4 ‘L 104142005 12/31/2005 92 Looper Mot Started 4
= 4————| -.to make appear o Mot Started o
X © in Level 1 of the SERErs
Aggressively pursue praduct innovation Item|Hierarchy 365  Bonner In Progress 7
screen

FEk|

Item

Start Date | End Date | Duration |

Owner

| Status | Notes|Metrics| #

b (- Initigtive 1

17172005 B/30/2008 181

Eastman

In Progress 1

Start Date | End Date [ Duration |

Owner |

Status

[Notes[Metrics | #

12006 13172005 31

2/2008 2282005 2

3/1/2005  &430/2005 122

Bonner

Danth

Ackerman

hot Started

In Progress

5/1/14
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Navigating the Item Hierarchy Screen

Overview

The Item Hierarchy Screen displays up to four levels of your item hierarchy:

® TaskMaster - [TaskMaster]

JEepnvts | View | Cloze

| Item

Start Date | End Date | Duration |

Owner

| status

Level 1 P itiative 1

1172005 BA30/2005 181

Eastman

In Pragress

| Notes | Metries | #
1

I8

1\

Level 2 —

+ ITas:k 2
E- Task 3

Level 3 =

1\

Level 4

Start Date | End Date [Duration| Owner |  Status | Notes| Metrics| #
17172005 1/31/2005 31 Ackerman 1
2/1/2008  2/28/2005 28 Bonner Mot Started 2
3N/2008  BA30/2008 122 Darth In Progress 3
_Ji Item Start Date | End Date [Duration]|  Owner |  Status | Notes| Metrics| #
| Sub Task 1 12005 343172005 31 Ackerman - 1
Jlf + I‘Suh Task 2 44172005 443012005 a0 Bonner - 2
LT] Sub Task 3 5/1/2005  5/3172005 31 | Darh Mot Started 3
Item Start Date | End Date [Duration]  Owner | Status | Notes| Metrics] #
ISub Sub Task 1 5f/2005 | 5772005 7 |Ackerman -
Sub Sub Task 2 SE005 |5 4/2005 7 |Eastman - 2
Sub Sub Task 3 5f15/2005 |5/21/2005 k| Francis In Progress 3
Sub Sub Task 4 52272005 |5/31/2005 10 Looper In Progress 4
0 Not Started
[ |+ subTask4 6/1/2005  B/30/2005 30 Eastman Mot Started 4
i Mot Started

5/1/14
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C5 Navigator

Color Coding

If the box to the left of an item is green, it has been completed. If the box
to the left of an item is red, it is past due. No color means an item is on
task.

® TaskMaster - [TaskMaster]

JEepnvts | View | Cloze
Il Item | Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #
»[- initiatve 1 ‘wmus £/30/2005 181 Eastman In Progress 1
CIOE leted | Start Date [ End Date [Duration| Owner |  Status | Notes|Metrics| #
4 Completed Item  [7ne ia15m8 | 31 Ackerman z
| 12 Past Due Item Bonner Mot Started 2
<
’\' S ST o In Progress Item
T Item Start Date | End Date | D : I
B ISuh Task 1 12005 343172005 31 Ackerman -
+ I‘Suh Task 2 44172005 443012005 a0 Bonner -
|- I Sub Task 3 /172005 |5/31/2008 31 Darh Mot Started
= Item Start Date | End Date [Duration]  Owner | Status | Notes| Metrics] #
ISub Sub Task 1 5f/2005 | 5772005 7 |Ackerman -
I Sub Sub Task 2 SE005 |5 4/2005 7 Eastman -
I Sub Sub Task 3 |5H52005 |5/21/2005 k| Francis In Progress
Sub Sub Task 4 52272005 |5/31/2005 10 Looper In Progress
0 ot Started
[ |+ subTask4 6/1/72005 |630/2005 30 [Eastman Mot Started 4
0 Mot Started

Moving Up the Hierarchy

Double-clicking on the top item will move you up one level in the hierarchy:

® Taskiaster - [TaskMaster]

| Repor
s Double- || ...to move the -
- click here... [ TSRO RPN IR | ® Tasidaster - [TaskMaster]
T of the display. 2
= — ¥~ Item Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #
|- Develop our peohie pw 1172005 |6/30/2005 181 Eastman In Progress 1
L
e e Item Start Date | End Date |Duration] Owner |  Status | Notes[ Metrics
2006 173172008 31 Ackerman

212005 272872005 28 Bonner Mot Started

ltem

2005 BAD0DS | 122 Dah In Progress

[ ]+ |mitiative 2
[ |+ nitiatie 3

[ ]+ | mitiative 4

*]

+ Aggressively pursue product innovation

+  Grow international markets
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Moving Down the Hierarchy

Double-clicking any item in levels 2, 3, or 4 will move that item to level 1,

allowing you to see more levels down the hierarchy:

® TaskMaster - [TaskMaster]
| Reports | Yiew | Close

G Item n|  Owner | Status [ Notes|Metiics| #

M- @uur w‘/‘ Double-click the Ackerman In Progress 1

item in Level 1

= \ Item of the display...  [uration] Owner | Status | Notes|Metrics| #
»- Initiative 1 181 Eastman In Progress 1
#® ToskMaster - [TaskMaster]
DO o
|| aB) Item - . “=qration| Owner | Status [Notes|Metrics| #
B ITast 3 —@lnc « | .todisplaythe f[B44 Ackerman InProgress 1
| item above it.
+| [Task3 = Item te [Duration] Owner | Status
[ | »| - Develop aur people 1172005 12/31/2005 365 Ackerman In Progress
*
|| =] Item Start Date | End Date [ Duration|  Owner |
+ Initiative 2 b - Initiative 1 1/1/2006  B/30/2006 181 Eastman In Progress

| |+ itiative 3 tem Start Date | End Date | Duration] _ Owner |

[Notes Metrics| #

[ | Task 1 112006 | 173142005 31 Ackerman
- Initiative 4

a

Task 2 2172006 | 272872005 28 Bonner Mot Started
Task 3 31/2006  |B/30/2005 122 Darth In Progress

Mot Started

[ ]+ initiative 2 412006 B/30/2005 Ell Francis

[+ Initiative 3 Ti2006 943042005 92 Jansen

In Progress
Mot Started

[+ I Initiative 4 £/1/2005 12/31/2008 245 Loaper Mot Started

+| Aggressively pursue product innovation 141/2005 12312005 | 365  Bonner In Progress

+ Grow intemational markets 14172005 12431720058 365 Darth In Progress

Record: 4] 4 1 _b [ »l || of 1 (Fikered)

5/1/14
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Displaying or Hiding Levels

Click on the “+” symbol to the left of an item to display the level below it.
Click on the “-“ symbol to the left of an item to hide the level below it:

® TaskMaster - [TaskMaster]

| Reports | Yiew | Close
[ Item Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #
B |- Develop our people 14172008 12/31/2008 385 Ackerman In Progress 1

(=] Item Start Date | End Date [Duration] Owner |  Status | Notes| Metrics | #
Initiative 1 1172008 6/30/2005 181 Eastman In Progress 1

2

Initiative 2 4/1/2005  6/30/2005 91 Francis

In Progress

. # TaskMaster - [TaskMaster]
Initiative 3

| Reports ‘ wiew ‘Qnse

Initiative 4 1] Item | Start Date| End Date |Duration|  Owner |  Status | Notes| Metrics| #
| » |-/ Develop our people L 365 [ In Progress 1
- - ...or click the “- —— — —
B “ sign tO hide ite uration wner tatus otes etrics
- Tatrve 1 . 181 Eastman In Progress 1
Ml the items.
Item Strroarerond Date [ Duration]|  Owner | Status | Notes| Metrics| #
20E ITask 1 1172005 143172008 31 Ackerman 1
+ I Task 2 202005 | 202672005 28 Bonrer Mot Started 2
Click the “+” L
sign of an item | |Task3 172005 B/30/2005 122 Darth In Progress 3
_ toshow the | 0 Not Started 0
items below it...

Initiative 2 4172005 B/30/2005 Francis

In Progress

Initiative 3 7102005 97302005 Jansen Mot Started

Initiative 4 10172005 1243172005 Mot Started

Looper
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Putting Items in Order

The rightmost column of the display is labeled with a “#” symbol. Type a
number in this column to make the item move to that place in the order of

items at that level:

® TaskMaster - [TaskMaster]

JEepnvts | View | Cloze

Item

Start Date | End Date | Duration |

Owner

| Notes | Metries | #

NB

Develop our people

14142005 12/3142006 365 Ackerman

In Pragress 1

] Item Start Date | End Date [ Duration| Owner Status | Notes| Metrics| #
¥~ Initiative 1 112005 602005 | 181 Eastman  In Progress 1
CIOE Item Start Date | End Date [Duration] Owner |  Status | Notes[Metrics| #
« [ Task 1 112006 1/312008 31 Ackerman 1
| |+ Taskz 372005 602005 | 122 Darth In Pragress 2
7]+ ITask 2 2172005 | 20282005 26 Bonner Mot Started
El i Not Started

| Reports ‘ wiew ‘Qnse

[ ]+ | itiative 3

[ [« |initiative 4

1] Item Start Date | End Date [Duration| Owner |  Status | Notes|Metrics| #
» |- Develop our people 1H/2006 | 12431/2005 365 Ackerman In Progress 1
= Item Start Date | End Date [Duration] Owner |  Status | Notes| Metrics| #
P - Initiative 1 142005  6/30/2005 181 Eastman In Progress 1
ENE Item Start Date [ End Date [Duration]  Owner |  Status | Notes|Metrics| #
3 Task 1 112005 1/31/2006 a Ackerman
[+ Task 2 211/2005 | 272672005 28 Bonner Not Started
[ ]+ [Tasks 372008 BA30/2005 122 | Darh In Progress
]| [ Hot Started
[+ Initiative 2 412005 B/30/2005 91 Francis In Progress 2

72005 973072005 92 Jansen Mot Started

10/1/2005 | 12/31/2005 92 Looper Mot Started

5/1/14
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How an Individual Team Member Should
Use C5 Navigator

1. Routinely update C5 Navigator to ensure it accurately reflects your
progress on items you own. To show these items, click the “View” menu
bar option at the top of the Item Hierarchy screen, then select “Individual

View.”

® TaskMaster - [TaskMaster]

J Reports ”El Close
[

Individual wiew

r-T ¢

Past Due Tterns

Start Date | End Date | Duration|  Owner |  Status

Leader view

| Notes | Metries | #
1

14142005 12/3142020 6644 Ackerman In Progress

Find an Ttem Item
T [Develop our people

Start Date | End Date [Duration| Owner |  Status

Aggressively pursue product innovation

Grow international markets

Record: M | 4 T b [v v of 1 iFitered)

17172005 12/31/2005 365 Ackerman In Frogress

008 12/31/2005 365 Bonner In Progress

1172008 1243172008 365 Darh In Progress

o Mot Started

Select your name from the small screen that appears:

® TaskMaster - [TaskMaster]

| Reports | Yiew | Close

Start Date | End Date | Duration| Owner |  Status | Notes| Metrics| #

B[- Acme, inc

112005 12/312020 0 5844 Ackerman In Progress 1

=] Item

Start Date | End Date [Duration]  Owner | Status [Motes] Metrics

Develop our peaple
Aggressively pursue product innovation

Grow international markets

Record: 4| ¢ T b | MLkt of 1 (Fikered)

1172008 1243172008 365 Ackerman In Progress

17172005 123172005 35 Bonner

In Progress

Darth In Progress |

Select a person

Mot Started
Select a person, then dlick "Go™

Ackerman, Ted

[

Eastran, Fred
Francis, Sharon
Jansen, Mark
Laaper, Kathy

5/1/14
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C5 Navigator

The Individual View will appear over the Item Hierarchy. Double-clicking on
any item on this screen will cause that item to appear in level one of the
Item Hierarchy, where you can edit its details:

® TaskMaster - [TaskMaster]

| Reports | Yiew | Close

| Start Date | End Date | Duration|  Owner |  Status [ Notes| Metrics| #
4/1/2005 473072005 30 Eanner | I
[B0(=1E)
nitiative Owner Start Date | End Date
Baonner, Tina 4A1/2005 473072005 Completed

Bonner, Tina 2M/2005 2/28/2005 Mot Started

Agaressively Jursue product innovation Bonner, Tina 1A/2005 12/31/200 In Progress
5

Double-click an
item in the
Individual View...

..to find it in the
Item Hierarchy.

p1 || of 3 (Filtered)

Record: 4| ¢ T b | MLkt of 1 (Fikered)

2. Review a printed calendar of the starting and ending dates of all the
items you own, to ensure that your schedule will allow you to deliver on
your commitments to the team. See the section entitled “Individual Work
Calendar” in the “Reports” section of this manual:

® TaskMaster - [Individual Work Calendar]
| & WD gose

Individual Work Calendar
Ackerman, Ted

[ [ror [ [ans [aa [0 [ [oc1 [

& Report Parameters
Report [indvidual Work Calendar <
Start Date: 112005 Llevels [r <
End Date 12}31f2020 Printz [~

Repart Interval [FMonths -1 [
Open Repart!
Team Member [ackerman, Ted -

Wedkiesduy. T (8, 2005
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3. Review a printed copy of your Load Balancing Report to ensure that you
are not overcommitted in any week. See the section entitled “Load
Balancing” in the “Reports” section of this manual:

#® TaskMaster - [Load Balancing] EEx
=

& B Clos=

Load Balanemg: Ted Ackerman

6aws 1558

Week Hous 10 20 30 40 50 60 70 E]
11005 -
Lanies nr I
Lasates az I
Laznes -
Lawznes wo I
26205 e 00 |
2az2008 155 [N
2402005 prea 00 |
2062005 we I
semes ne
22065 a2« I
390005 no I
2262065 =z
42005 e 00 |
ans 155 [N
4162065 1w I
4230005 .
aananes nn
sz 14 [
sa42008 155 [
s210 1 [
582005 155 [
]

Fridey, Fare 10,2005 JESESH

Pages A1 b 4] P
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How a Leader Should Use C5 Navigator

1. Review a multi-leveled Gantt Chart of your project(s), to ensure that the
sequencing of tasks is reasonable and can be achieved in the time allocated.
See the section entitled “Gantt Chart” in the “Reports” section of this

manual:
® TaskMaster - [Gant Chart] FEX
& 0 close 5]
Gant Chart
Develop our people
B o Tamer —
Tusk3 5D ]
| | SubTadi 3 SDut
[ s soutn
[ | S Tad 3 smﬁqa
[ | SubSub Tak 3 S Pk
] SbTak 3 S
[ | SubSub Tadk 4 KIoorer
| | SubTad 3 SDut
[ .
i3 . ——
Wi KL —
[rew———— o lal
Page: [—1] B3 Report ... EH§|E\
2. Provide leaders up the chain with a condensed Gantt Chart of your
project(s),:
® TaskMaster - [Gant Chart] (X]
EYET ]
Gant Chart
B s
)
Pridey, hme 10,2005 pldl
Page: |1 ]
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3. Routinely review items you own that have subordinate items, to ensure
that your team members are up to date:

From the Item Hierarchy screen, select the “View” menu option,
then select “Leader View:”

® TaskMaster - [TaskMaster]
| Reports | View | Close

Individual Yisv

Start Date | End Date | Duration |

Owner | Status
112008 12/3172020 5844

Ackerman In Progress

| Notes | Metrics| #
1

- Start Date | End Date [ Duration |
+ Develop our peaple 1172005 12/31/2005 365

Owner | Status | Notes| Mefrics
Ackerman In Progress

‘Aggressive\y pursue product innovation

1172005 |12/31/2005 | 365 | Bonner In Progress
Graw intemational markets 1IPI0A 123106 | W5 Darh In Prograss

o Mot Started

Record: 4| ¢ T b | MLkt of 1 (Fikered)

Select your name from the small screen that appears:

® TaskMaster - [TaskMaster]
JEepnvts | View | Cloze

Il Start Date | End Date | Duration |
» Acme, Inc 112005 120312020 6844

Owner |  Status
Ackerman

| Notes | Metries | #
1

In Pragress

=l Item
Develop our peaple

+

Start Date | End Date | Duration |
1172005 1273172006 365

Owner | Status__ | Notes[ Metrics| #
Ackerman In Progress
| |+  Agoressively pursue praduct innovation

112005 1213172005 365 Bonner

In Progress
+ Grow international markets

Darth In Progress
Select a person

Mot Started
Select a person, then dlick “Go™

Eastman, Fred
Frandis, Sharon
Jansen, Mark
Laaper, Kathy

Record: M | 4 T b [ v v of 1 iFitered)
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The Leader View will appear over the Item Hierarchy. Double-
clicking on any item on this screen will cause that item to appear in
level one of the Item Hierarchy, where you can edit its details:

® TaskMaster - [TaskMaster]

| Reports | Yiew | Close

| Start Date | End Date | Duration|  Owner Status__ | Notes | Metrics| #

B3| Leader, View.

Owner
= Develop our peaple Ackerman 17172005 12/31/2005 In Progress

= [ Owner [ stat | End [ Status
Intiative 1 Eastman 172005 6/30/2005 In Progress

Initiative 2 Francis 44142005 6/30/2005 |n Progress

Initiative 3 Jansen 7A2005  9/30/2005 Not Started

m Looper 5/ /2006 12/31/2005 Not Started

Ackerman 1#1/2005 12/31/2020 In Progress

[ Owner [ Stat | End [ Status
evelop our people Ackerman 1A/2005 127312005 In Progress

hygressively pursue product innowation Bonner 142005 12/31/2005 In Progress

Double-click an
item in the
Leader View...

..to find it in the 4 EI L L R
Item Hierarchy.

Record: 4| ¢ T b | MLkt of 1 (Fikered)

rove international markets Darth 1442005 12/31/2005 In Progress
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Reports

Overview

When you click the “Reports” menu option at the top of the Item Hierarchy
screen, a “Report Parameters” screen will appear. The Report Parameters
screen allows you to select the particular report you want to view/print,

along with other parameters as described below in the detailed
explanations for each report:

® TaskMaster - [TaskMaster] CEx

Start Date | End Date | Duration|  Owner |  Status | Notes|Metrics| #
-0 A:me\ 1412005 12312020 5644 Ackerman In Progress 1

] Item Start Date | End Date [Duration| Owner |  Status

[Notes[ Metrics| #
(3E3 Develop our peap 1A1/2006 | 12/31/2006 365 Ackerman In Progress This
isa
| |+  Agoressively pursue produSNgnovation = B&__ Bonner In Pragress
+ Grow international markets < Report Parameters =] kS

In Progress

] Mot Started
Start Date: 12005 Llevels [r -
End Date 12f31fz020 Frint? [

Report Interval [Months -
Open Report
Team Member -

Record: M | 4 T b [v v of 1 iFitered)
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Gantt Chart

When you select “Gantt Chart” from the Report Parameters screen, C5
Navigator will generate a Gantt Chart that begins with the item that is
currently displayed on level one of the Item Hierarchy. You may determine
how much detail to include by setting the “Levels” parameter:

® TaskMaster - [Gant Chart] Q@
& W dose

Gant Chart
Develop our people

[ =%

| |
u
u
[ ]
L
|
[ ]
[ ]
a2 aEE)
Report [Gantt Chart 7.
_— rgat
Start Date 1j1j2005 Levels
B 4 End Date 124312020 Prink? [ EE—

Report Interval [ieeks )
Gpen Report
Team Metber 5

Frichy, hane 10,200 malal

Page -

Individual Work Calendar

This report shows all tasks owned by any team member, mapped across a
timeline to ensure that no weeks exist where the team member is
overcommitted. Select the on the Report Parameters screen to view/print
this report:

BEH|

EYRS

o 1
1
Turslp arpecpk
e, e

Demeip crpepl
Acme, e

e, be
b Todk 1
Tk 3

Demelp curpecple
o s Tk L [

SubTadk 3 % Repon Parameters

Repol, [individual Work Calendar =
Levels [4

Prinz [

Wedusdy,Tonw 8, 2005 Tz ld 1

Page v
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Past Due Iltems

This report shows all tasks that should have started by now, but are still
listed as “Not Started;” as well as all tasks that should have finished by
now, but are still listed as “In Progress.” This report can also be filtered by
team member to display the past due items of one person:

® Taskmaster - [Past Due Items]

Past Due Ttems

Descziption

§tart Date DueDate Owner

Task2

[Initiative 1] [Develop our people] [Acre, T ]
Sub Task 3

[Task 3] Oritiative 1] [Develop our people]
Initiative 4

[Develop our people] [heme, Ine] [
Sub Sub Task 3

[Sub Task3] [Mask3] Moitiatis 1]
Sub Sub Task 4

[Sub Task3] [Task3] [tiative 1]
Sub Task 4

[Task3] [ritiative 1] [Develop our people]

202008 212872005
S5 531/2005
SIS 12311005
51572005 52172005
52272005 513172005

E112005 7072005

& Report Parameters

Report [Past Due Items =
Start Date: L2005 Levels [+ <
EndDate 12f3Lj2020 Print? [
Report Interval [Ronths =1 |,
e e

Team Member

Wednesday, hune 08, 2005

Coming Due Items

This report shows all tasks that are due to be completed in between the
“Start Date” and “End Date” on the Report Parameters screen:

® TaskMaster - [Past Due Items]

[-[=]x]

Commg Due Items

Descxiption

Start Date DueDaie

Sub Task3

[Task 3] Oritiative 1] (Develop our people]
Sub Sub Task 3

[Sub Task3] [Task3] [ritiative 1]
Sub Sub Task 4

[Sub Task3] [Task3] [ritiative 1]

SAZ005 S172005
S/1572005 512172005

5222005 313172005

& Report Parameters
Report [Coming Due Ltems L
Start Date. 5/1§2005 Levels |3 =
End Date 5/31j2005 Print? [~

Report Interval [onths - ]
Dnen Report)
Team Mermber =

Wednesday, Fane 03, 2005

Page: 4] 4 1 b
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Status Report

This report shows the Item Hierarchy, up to five levels in depth, beginning
with whichever item is currently displayed in level one of the Item

Hierarchy:

# TaskMaster - [Status Report]

Status Report
Acme, Inc.

End

1203112005

302005
13172005
2282005 Bomwer
302005
33112005
4302005 Bomier
33112005
712005
3142005
52112005
53172005
302005
&302005
9302005
120312003 Lacper
1203112005 Bomex

12512005 Dasth

Wednesday, hune 08, 2005

& Report Parameters

Leader Report

This report shows all items owned by a particular team member that have
subordinate items. It also indicates the current status of those items, so
that a process owner can follow up with team member that are past due:

® TaskMaster - [Leader Report]

Leader Report
Ted Ackerman

Description

Start

Acme, Inc.
Develop our pecple
T €4 AMPE NGt T the B STEA"Derelp OX PR
Initiative 1
Task1
Task2
Task3
b Task 1
Sub Task2
Sub Taskd
Sub Taskd
Initiative 2
Initiative 3
Initiative 4
Aggressively pursue product innovation.

© Report Parameters

Report [leader Report ]
StartDate [ 1/1j2005  Lewels [5 <]
EndDate [ 12fs1jz0an print7 [~
Report Interval [Months <] | . =
Team Member [ackerman, Ted =] |

$ub Sub Tack?
Sub Sub Taskd

L2005
L2005

L115005
112005
20112005
30112005
3012005
47112005
3112005
61112005
412005
112005
3112005
113005

L115005
112005

1112008
1113005
20112005
30113005
30112005
4112005
/112005
1112005
SBI005
3152005

120312020 Ackerman
120312005 Ackerman

&302005  Eastran
1512005 Ackerman
2282005 Bomer
&302005  Dath
332005 Ackerman
4302005 Bomer
5312005 Dath
&302005  Ewtran
&302005  Fransis
S302005  Tamen
120312005 Locper
1203112005 Bomex
12312005 Dasth

120312005 Ackerman

&302005  Ewtran
1312005 Ackenman
2282005 Bomwr
&302005  Dath
3312005 Ackerman
4302005 Bomer
5312005 Dasth
SA05 Ackerman
142005 Eastran
3212005 Fransis

Wednesday, Fane 03, 2005

Page: 4] 4 1 » [0

5/1/14

Page 27 of 33



C5 Navigator

Load Balancing

This report calculates the weekly workload for a particular team member, by
summing the estimated time required to complete all of the owned by that team
member:

& M Clos=

® TaskMaster - [Load Balancing]

Load Balanemg(led Ackerman

Week

Hour » 20 30 40

112005

112005
1602005

122005
11¥2005

125065
1272005

122065
1202005

1292085

252003

252005
anans

2022005
2005

200085

Temilm axpecrls
deme, e
Task 1

Temip axpecrls
deme, e
Task 1

Temp axpecrls
deme, e
Task 1

Temip axpecrls
deme, e
Task 1

Dewidp axrpecele
deme, e
Task 1

Dewidcp axpecyle
Ame e

Demarp axpecps
deme, e

emidip oxpecyle
deme, b

Wechiesdny, T (5, 2005

nn
X3
E
1)
1800

Report [Load Balancing -
Start Date TIZ005  Levels @

12/31j2020
el

Frint? ]

X3

Qpen Repot|

| |

50
1558
o
590

0m
5w
55
nz
0®
sm
55
22
X3
sm
36
22
L =
sm
36
I
eport InY
|
ea
]
|

&
R

5w L

1 | I

B la38

Pags ([ 1 b [M]
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How to Send Email Reminders for Past

Due Items

From the Main Menu, select “Other”:

HEB D/GM

Mission:

Vision:

Build one for free in 2005

TaskMaster

Prioities, Iritiatives, Tasks

version: 17-MAY-05-A
Capytight 1336 - 2004 The Align Group,
LLC. Al ights reserwed.

From the “Other” sub menu, select “Send Email Reminders”:

HEB D/GM

Mission:

Vision:

Build one for free in 2005

TaskMaster

version: 17-MAY-D5-A
 Align Grouy

5/1/14

Page 29 of 33



C5 Navigator

Emails will be automatically generated to each team member that has one
or more past due items. All past due items will appear in the body of the
email. You will be given the opportunity to review each email before it is

sent:

E¥ Past Due Items - Message (Plain Text)
et Fomst  Took  Actio

o\

|\ looper ketty@acme, com

\
\

\

\
5
=

\Pe‘é\oue Items

[The following items are past due:
Sub Sub Task 4

Initiative 4

Click here ...or click
to send here to

the cancel the
reminder... reminder

5/1/14
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How to Download Program Updates

On the Internet, go to www.thealigngroup.com. The Align Group’s contact
page will appear. Click on the “C5 Navigator” link at the left of the page:

A Contact - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help

Q) Back 3 Search ' Favorites €2

&] hitp: [fwww thealigngroup.com/

thealigngroup

pire,

San Antonio 210.885.1723
The Align Group
Dallas 214.513.2296 111 Candelaria
Suite 100

Fax 2106956366 Helates, Texas 78023

Questions info@thealignaroup.com

® Internet

The C5 Navigator Download page will appear. Click on the “Start
Download” link on this page:

A TashMaster - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help h
Q) Back - [ @& @ P search Favorites &2 ~ i (9] - EE9 3

Adeiress | hepsffww. thealigngroup.com vIB oo s *

thealigngroup

Aliga. Equip. Inspire.

=

Contact TaskMaster™ Download

IMPORTANT: Do MOT download fram this page unless you already have TaskMaster installed on your PC.
1. If TaskMaster is open on your PC, close it. The Alian Group
111 Candelaria

2. Click the link below to download "TaskMaster.mdb® to the TaskMaster folder on your PC (usually "C:\Program | Suite 100
Files\TaskMaster'). Select "Save” from the sereen that appears...DO NOT SELECT "OPEN" OR "RUN." Helates, Texas 73023

3. Answer "ves" when asked whether you want to replace the file that is already there.

4. Start TaskMaster as usual. The "Wersion” displayed on the Main Menu should be “31-MAY-05-A."

START DQWHLOAD

 Internet
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A screen will appear with options to “Open,” “Save,” or “Cancel.” Select

“Save”:

Search Favorites &7 =

Qpack - ERER AP
Address &) p.C htr

» B-DEL 93

File Download - Security Warning

Contact TaskMaster™ Download

IMPORTANT: Do MOT download from this p
1. If TaskMaster is open on vour PC, close i

2. Click the link below to download "TaskMa
Files\TaskMaster'). Select "Save" from the

3. Answer "Ves" when asked whether you w

Do you want to apen or save this file?

u@

Hame: TaskMaster.mdb
Type: Microsoft Office Access Application, 1.76 MB
From: www thealigngroup.com

Open (| [ Save | ] Cencel

Wil files from the Intemet can be useful, this file lype can
potentialy ham your computer. If you do ot trust the source, do not
open o1 save this software. Yhat's the isk?

@

right The align

& Stark Fram site: http: o thealigngroup.com/D

4, Start TaskMaster as usual, The "wersion" displayed on the Main Menu should be “31-MAY-05-A."

loadsiTaskMaster mob

Links >

B> E

thealigngroup

quip. Inspire,

The Align Group

111 Candelaria

Suite 100

Helotes, Texas 78023

® Internet

A screen will appear that asks you to select a location to save the file to.
Usually you will save the file to “C:\Program Files\The Align Group\C5

Navigator”:

Search Favorites &2 @

) Back -
Address 48]

ENERAIR

U htrn

Contact TaskMaster™ Download

« D-UEL®3

IMPORTANT: Do MOT download f
1. If TaskMaster is open on your

2. Click the link below to downlo.
Files\TaskMaster'), Select "Save

&

3. Aanswer "ves" when asked whe|

X

<

Sawe in:

My Recent f My Computer
Documents
4. Start TaskMaster as usual. Th EeFepprti
= HP_P&VILION [T
1) Program Files
Desktop

My Documents

My Computer

My Network

) TaskMaster -

%) My Recent Documents
 Desklop
() My Documents

[ The Align Group
[=]

e AP )
2, DVD/CD-Rw Diive (E)
[@8 RCTYEOON (F)
(5 Shared Documents
() Anrie's Documents
[ John's Documents
) Katie's Documents
() Mommy's Documents
() My Documents
& My Network Places
& Shareoweb Upload Folder b
() Captured Video

Links >

v B

thealigngroup

Align. Equip. Inspire.

8023

Cancel

® Internet
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You may be warned that “C5 Navigator.mdb already exists,” and asked
whether you want to replace it. Select “Yes”:

B BEH

QBack - B4 [2 @ O search v Favortes £ - 9] - EL93

Address (@] p.c hir vIB s ik »

=

Contact TaskMaster™ Download

IMPORTANT: Do NOT download ff

1. If TaskMaster is open an your

2. Click the link below to downlog 2|x]
Files\TaskMaster"). Select

3. Answer "Ves" when asked]

) Ci\Program Files\The Align Group|TaskMaster! TaskMaster.mdb already exists,
. D you want ko replace it?

4, Start TaskMaster as usu

Cancel

&] Done ® Internet

After the file is downloaded, a screen will appear with options to “Open,”
“Open Folder,” or “Close.” Select “Close”:

B =

Q) Back - [ @& @ P search Favorites &2 ~ i (9] - EE9 3

adiiress @] up. hem vIB oo s *

Contact TaskMaster™ Download

IMPORTANT: Do NOT download f Dusilsd canplate @‘E‘@ pur PC.

1. If TaskMaster is open on your | [l
|—-ﬂ Download Complete Ei é';ﬂﬁf..!fé”

2. Click the link below to downlo. “C:\Program | Suite 100

Files\TaskMaster'), Select "save| Saved: Helotes, Texas 78023
TaskMaster mdb from om

3. Answer "Yes" when asked whe
Downinaded: 1.76 MBiin 3 sec

4. Start TaskMaster as usual, Th| Downladtor  CilProgram Files\Th...iTaskMaster.mdb .

Transfer rate: 604 KBjSec

[1iTase i dide Ba when downiaad sompleres

[ open | [OpenEoider [T Close

&] Done ® Internet
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