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A Quick Guide to Wrike



Wrike

Project management software that makes your life easier

The task list shows you an overview of tasks
employees are working on

Navigate folders that Switch between Task list, Activity

may be used as projects, See Stream, Time reports, Gantt chart, Hide/show tasks  Sort tasks by date, priority,

clients, offices etc. applied filters  Timeline view and Table view. Access filters from subfolders  importance, status, or title
[ ® [

Wrike +

Dashboard

arketing ... Search  Q , i S Optimize booklet

Folders e to: all Trachest B o

+ MEGAORG Tz Hide d dant: S rtb‘P' ity Tl
ki i ki k. - j_’ Amber (i:‘ George @ Anna n Mic l& Alex by Jenny 5 on 14 Jul, 2011

b Active Project New radio ad  Make sure w... 09 Sep
b Conference in Las Vegas " 1.Design | | Approved B Backiogged 7d) P 000[1:00] = o Add dependency  Of Shared with 17 people
b Examples — Customer satisfaction survey Inquire ... [
b Favorite Surveys Approved Booklet
C SR T a Hi everyane,
b Our Company OMMEEESA00-LAING = 302?5: Check out these sample pictures for the booklet. We have to choose one for the cover background. Please

b Personal Space bt bl b also review the booklet copy attached. Your ideas are very welcome!

Optimize booklet Hi everyone, Check ou... [

b Property A i
4 Tradeshow ? ;
I Recycle Bin —
Outline key product point... [ —

ALBERTO BARBERA'S TEAM | ! ‘- Leaflets Favorite

o =

@ Customer ...3).dox @ Digital Ad...ons.doc @ image.png & more b

Show more updates
16 Sep
m Jenny settask as backlogged 1257

@Alsx Roberts Please review 1721

Add comment

Copyright ©2006-2013 Wrike, Inc. All rights reserved. Patented. Totak 5 tasks &, AddUsers W Feedback o Spreadtheword  ? Help

Click task
to view task details

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453



Wrike

Project management software that makes your life easier

Advanced filters help you
Create custom reports

Check this box When your report
to filter tasks is ready, export Filter tasks by
Applied filters completed this month it to Excel or print it different criteria
[ ] ° ®

Dashboard

megaORG Filters
Folders completed: this ®onth oz al T

= Hidedt | mport + STATUS

active

b Active Project m Completed Call notes - 9/13 @ Export
P
Print deferred

b Conference in Las Vegas Memas

b Examples £ Completed Design Banner cancelled
3 IR News Link B Show Durations - e
~ Favorite ews Lin anners complete

I Marketing

b Qur Company

Completed  Launch Campaign 4 14 May

Donut Fest Ad Campaign m 1. Design

Completed Booth Deadline

2014

04 Oct

- ASSIGNED

e
Others

I Personal Space E-
£ Campus Banners Unassigned
]

b Property A

. Completed Draft agreement with Jane Smith  Drop Degd Date.
b Recycle Bin rm SR 9 Sl pe s ~ TASKS TO DO
ALBERTO BARBERA'S TEAM BYEriE

E— Completed Create slogan Let's brainstorm! Disco Minjas $oup-A-Stars IMaster Minds Thunder Duck today
'g 1. Design task type this week

FE Completed  Select Images for Holiday Campaign ¥ due date this manth

Campaign plan start date

time frame

last modified date 5
+ New task Advanced filters

created date

completed on COMPLETED ON

author today
yesterday
this week
® this month
time frame

Reports

Copyright ©2006-2013 Wrike, Inc. All rights reserved. Patented. Totak 7 tasks 2, Add Users 4 Feedback < Spread the word

Total number
of tasks in the list

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Project management software that makes your life easier

Wrike

Dashboard

Folders

* MEGAORG

+

b Active Project

b Conference in Las Vegas

b Examples

~ Favorite

b Marketing

b Our Company

b Personal Space

b Property A

Wrike

Dashboard

Folders

* MEGAORG

+

b Active Project

b Conference in Las Vegas

b Examples
~ Favorite

b Marketi

ng

b Qur Company

b Personal Space

b Property A

Advanced filters help you
Create custom reports

I
a
G
il
H

megaORG

completed: this month ~ to: all

m Completed Call notes - 9/13
P
Memos

£ Completed Design Banner
IR News Link Banners

E,‘r_\ Completed Launch Campaign
) “@ill Donut Fest Ad Campaign JIBYS

E‘ Completed Booth Deadline
£ Campus Banners

megaORG

completed: this month  to: all

m Completed Call notes - 9/13
B0
Memos

£ Completed Design Banner
IR News Link Banners

m_\ Completed  Launch Campaign
) Wl Donut Fest Ad Campaign NS

El Completed Booth Deadline
,B Campus Banners

Add these filter criteria as a separate widget
on the dashboard for further reference

. 3L Jenny ~
S— o |¥| - Filters
Add to Dashboard
TE Hidedt  mport L - STATUS
Export 4 active
Print deferred
cancelled
Show Durations
m completed
' 14 May = |ASSIGNED
1. Design o
Me
04 Oct Others
Unassigned

< 3L Jenny ~
Sea Qi |- Filters
TE Hide descenda | Tasks completed this munth‘ |
Add to Dashboard le
T deterred
11 Sep cancelled
m completed
)
T T Moy = ASSIGNED
1. Design 2014
Me
04 Oct Others
Unassigned

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Project management software that makes your life easier

The Dashboard gives you quick access
to the most important reports

Customize
the content
of your dashboard

Save your reports
as custom widgets
on the dashboard

Access the detailed
view of the report

Track project
progress in real time

Wrike +

Dashboard

Folders Q0 qQ

+ MEGAORG
b Active Project
b Conference in Las Vegas
b Examples
~ Favorite
b Marketing
P Qur Company
I Personal Space
b Property A

I Recycle Bin

ALBERTO BARBERA'S TEAM

Tasks completed this month

m Call notes - 9/13 / Memos
to Unknown, Unknown, you, duel3 Sep, 26 days,
completed
Request status update

Design Banner /IR News Link, Banners
to Unknown, duell Sep, 28 days, completed
Request status update

Launch Campaign / Donut Fest Ad Campaign, IT,
1. Design
to George Agrimsen, due 14 May, 2014, completed

Booth Deadline /Campus Banners
to Jack Brown, due 04 Oct, 5 days, completed
Request status update

Draft agreement with Jane Smith / Pending Approval

to Anna Landers, Unknown, Unknown, Jack Brown, James

Keenard, Unknown, you, Unknown, due 04 Oct, 5 days,
olet=l

Top priority
Overdue
Copy Review / Social Media

to you, due 07 Oct, 2 days
Request status update

Today
Campaign Scratchpad / Donut Fest Ad Campaign,

Pending Approval, #IE
to you, due15 Oct

volunteers / Christmas 10K
to you, due 09 May, 2014

This week for me

Normal importance

Campaign Scratchpad / Donut Fest Ad Campaign,
Pending Approval, 2IE

to you, due15 Oct

Copy Review / Social Media
to you, due07 Oct, 2 days
Request status update

volunteers / Christmas 10K
to you, due 09 May, 2014

Copyright ©2006-2013 Wrike, Inc. All rights reserved. Patented.

Favorite tasks

Overdue

Review and Baseline Build / Integration Build

to Mate Anderson, Margaret Hill, due 11 May, 2012, 516

days
Request status update

we need to improve our logo  / web site, Website,
Marketing

to Henry Martin, Alex Roberts, due 29 May, 2012, 498 days
Request status update

Lori Britton / CRM, 2 Appointment, More than 510 000

to George Agrimson, due 05 Sep, 2012, 399 days
Request status update

prepare a banner mock-up  / Advertising
to Alex Roberts, due 05 Oct, 2012, 369 days
Request status update

Print the new leaflets / $Product Backlog
toJack Brown due 17 Oct 2012 357 days

Leave a message Comment
to all employees on tasks
®

Activity stream =N

Share your thoughts and ideas with all
users in your account

Hire James Cameron for Shoot Donut Fest
Ad Campaign, US clients, #inProgress, #Phone,
Approved

Planned for 21 Sep — 07 Dec (78d)

Show more updates (has unread)
yesterday
I ﬁ Jack £ updated description 2225

Cameron...act.docx, |

today

Jenny rescheduled task to 12 Sep — 28 Nov
(78d) 1442

Write a comment ]

Jenny rescheduled several tasks
09 Oct at 14:41

Show more tasks
m ﬂ Sign the lease agreement
L Planned for 27 Sep — 09 Qct (9d)
m ﬂ Update the logo and contact info
L Planned for 18 Sep — 25 Sep (6d)

m @' LP for Semvice Gloud
(3 Al Planned for 30 Aug — 16 Sep (12d)

& AddUsers W Feedback & Spread the word ? Help

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Project management software that makes your life easier

Dynamic Gantt chart
diagrams your project plans

Only active tasks are shown by default.

Print the timeline Apply filters Check boxes to see other tasks
[ ®

Wrike + = SO = H 2 A Jenny -
Dashboard : £

Marketing Search Q|| ¥ | Filters «
Folders i .

active completed to:all Import »

~+ MEGAORG == .

& Export + STATUS

b Active Project ® Pri
~ Q32013 AR A Az 26t @ Print @ ¥ active

b Conference in Las Vegas dul Aug Sep o Nov Dec Jan Feb | Mar Apr May Jun dul = - e

> Examples Campaign Logo Design fmike McLane| Jack Brown cancelled

m completed

~ Favorite Client approjal for Logo / Jack Browr
b : | l
b Marketing Budgdt / Andrew Wood ~ ASSIGNED
b Qur Company I
pany Negotiate Contfact / Andrew Wood Me
b Personal Space 2] Others
inel S 3
Buy Magazine{Space / jamber Jones UnaSS|gned
b Property A )
all local radio station for air time / Jack Brown
I Recycle Bin ~ TASKS TO DO
Buy TV Airtime / Jack Brown, Jenny Smmerls. James Keenard "
overdue
ALBERTO BARBERA'S TEAM | 1 I )7
uy Bi\lbnarn' space today
P N this week
Launch Campaign / Georgg Agrimson 5
P this month
End Campaign / Anna Landers time frame

Brainstorm|ideas forfad campaign / Andrew Wood

Advanced filters
s Cameron for Shogt/ Jack Brown

ICampaign Scratchpad / Jenny Smitters.
Video Productign

Hire Crew / Georpe Agrimson
Rent Equipment / Henry Wartin

Write: Script / James Keenard, Jqck Brown

mmercial Shoot

Commefcial Shoot Casting / James Keenard

| |
Scout Locations / George Agrimson
——

Reports

Copyright ©2006-2013 Wrike, Inc. All rights reserved. Patented. Totak 58 tasks 2, Add Users Feedback <§ Spread the word ? Help

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453



Wrike

Project management software that makes your life easier

Workload view enables you to overview
employees’ schedules

View backlogged tasks
Applied filters Spot schedule conflicts (without due dates) Access filters
[ ] ®
Wrike + = 0 O = EH =2 Ay Jenny -
Dashboard 5
Marketing Search al|lr
Folders active completed to: all
TEAM EGRORE @ chow Backlog
~ Examples 29 Jul 2013 ) 05 Aug 2013 12 Aug 2013 19 Aug 2013 28 Aug
S M 53 T E: S S M T W T F S S M T W T A S S M T W T F S S M T W T
b Get Educated
'ﬂ Anna Landers s =
¥ Our Company 3 g
b Clients -
b Company knowledge 6... | Jl 8 George sgrimson onter rlsid commer _
~ Departments ‘ foedt
P T e [f!' George Sellar mialsnm _suppnn [ Launch
- m Gill Bates
* Marketing ﬁ Henry Martin
B _next week

_this week
b Brian
£ Jack Brown

b Bug Tracking

» Donut Fest Ad Ca.. [-d James Keenard

Jive launch

b Kevin's Active Proj..
b Marketing £+ 8 Jenny Smitters
b Marketing Campa...
b Marketing materi...

Q1 2013 Departm... -
1‘. Unassigned
b Web Promotion =

Reports

Copyright ©2006-2013 Wrike, Inc. All rights reserved. Patented. Totak: 587 tasks 2 AddUscrs ' Feedback  ? Help

View unassigned tasks

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Project management software that makes your life easier

Customized time reports help you
keep track of every minute spent on tasks

Filter Drag and drop a column’s
by folder/project ftitle to reposition it

Wrike + = o ®
Dashboard
megaORG
Folders 08 Oct - 08 Nov
~ MEGAORG Date Persdn =
Backlog Person: Jack Brown (4 tems)
Booklets
04 Mov Jack Brown
b Conference in Las Vegas
b Favorites 01 Nov Jack Brown
b KanBan
b Localization 21 0ct Jack Brown
b Company: 15 Oct Jack Brown

Personal Space

b Property A :
Persan: Jenny Smitters (6 Items)
I Website creation
» Recycle Bin i 08 Nov Jenny Smitters
MAAPEL SAS
08 Nov Jenny Smitters
08 Nov Jenny Smitters
01 Nov Jenny Smitters
01 Nov Jenny Smitters
01 Nov Jenny Smitters
Reports

Access drop-  Select columns Access Export or print
View time reports down menu for time report filters time report
= H 2 SL Jenny ~
Search Q| |YT . ilters «
Export »
Hours Task titl C Fold i
our: ask title omment older | Print e
1 Sort Ascending e
4h 10m 1 sort Descending B o Jenny Smitters
Amber Jones
Columns
W Date Henry Martin
zh Pending Approval & o | A
Group By This Field W Person P SR Mk,
. Anna Landers
2h 30m ® Show in Groups m Hours 6] D Contadts
® Task title
4h Buy TV Airtime B ® = TIME FRAME
m Comment
12h 40m o
—_— @ 02 Oct - 08 Nov
2h 10m Report for media Prepared a layout | Lo B o
and drafted the first
page
2m Argentina tourist Booklets ol o
booklet Approved
3m Optimize booklet Marketing materials B oD
3h 37m Argentina tourist Brainstorming session EBooklets & o
booklet Approved
2h 10m Argentina tourist Brainstorming session Booklets &8 ®
booklet Approved
2h 20m Argentina tourist el | Booklets o o
booklet Approved
10h 22m
Total: 23h 2m
&, Add Users  *d Feedback = < Spread the word ? Help
Click to open time report See full report Delete Select Filter
for this folder/project for this task time entry time period by employee

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Project management software that makes your life easier

Outlook add-in turns your emails into
live tasks and discussions

Create a task Schedule Assign Track task updates
® ® ®
Send / Receive Folder View ‘Wrike
4 Ionore x ,_a _ia ‘\_a mMeetmg (23 Tasks iz To Manager "(\\: E Q Y Find a Contact ~
%= CeanUp ~ ,-E'aTeam E-mail Q Reply & Delete £ [&l Address Book
MNew MNew New Delete Reply Reply Forward !‘E More = fiy Move | Rules OneMote Unread/ Follow Send/Rexeive
E-mail Hems~ | Wrike Task | & Junk -~ All & Create New - - Read Up- W FilterE-mail~ ")l Folders
MNew Wrike Delete Respond Quick Steps ] Move Tags Find Send/Rekeive
I> Favorites &
[search Inbox (ctri=E) P <
i ! = ool [
4 Qutlook Data File Arrange By: Date Mewest on top BAC | € HEEd to update Argent‘ na b00k|8t' Bl
(23 Tnbox 4 Today L eochure: JEEED
(7 Drafts =] 3 [
Jenny Smitters r e
[ sent ltems Opimize booklet 138 [:l - ﬂ Andrew rl—.-\. George by Jenny 5 on {7 Dec, 2012
i (& Deleted Items (4 Henry Martin 1332
Photos
Ea Junk E-mail 0 g 19 Apr P 000 » U5 Add dependency Og Shared with 7 people
(%) outbox [=d Survey Group 13:20
Newsletter
b ) RSS Feeds
E;j Search Folders L.g:dag Pasrl d i 12:10 .
_ s We need mare passion here!
4 Archives = Brad Ross TiteD:
@ Deletad Items FW: New pricing
= Daniel Smith 1115
Lo Search Folders = Contract
[ Sent Items AndrewStone 10:27
P Vacation
&[5 Inbox [—4 Henry Martin 10:22
E el e New booklets
(&l Deleted Items = EUWYG’”“D 10'03@
Survey B
= Tourist G...naj.doox the style.jpg Expand »
[ [Gmaif [] JennySmitters 10:00 U @
3 Follow up Update information
L@l Junk E-mail Show more updates
LA Misc
[ Priarity ey ®
[0 search Folders m Jenny @George Agrimson Great job on the bookletl 17.20
£ updated description 4 minutes age
Add comment i)
=
Calendar
FERE N e BT R =
Filter applied ‘

@ Connected | [ B3 100% o J

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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Project management software that makes your life easier

Mobile apps help you stay up-to-date
with work progress on the go

Available for both iPhone & Android

Employee’s current Real-time updates
tasks in To-Do view in Activity Stream

@ rorme v .. Use the big button  BUSIERES W Untagged

to navigate the view

J To-Do Integrate the new mobile app into the day-
to-day work: It's really easy to stay tuned in work
@ Stream with it!

| .‘ﬁ Archived Cauawan __________

@ Time m Jenny: Great time saver! Completed 2 tasks 20:26
today while in the morning traffic
— N = [
— Timeline ﬂ Amber: Love the new design! Looks really 20:26
neat
m Jenny: [, unassigned task from 20:39

George Sellar, Jack Brown

# Get ready for the conference: Make a guest
list, invite the speakers, choose the place

— f’—\l a
o + &
The Archieved view
(shows completed tasks) The Gantt chart view
[ Choose Choose
- \ / =) Everywhere
N a = assignees folders
completed 12 Feb Contact media outlets

Organjze product sampling / Emma Miller

Completed Write campaign description
m Negofiate the media plan / Mary Thompson

Investor meeting / Mary Thompson

Completed 06 Feb Write News letter copy l i | i

onthly report / Mary Thompson

Our Company

Prepare and send out media kit / Alex Davis

Completed 30-Nov-2012 feed the cat: Don't Follow-up on the contacts from the Trade show / Alex Davis
fro

Annual Conference / Alex Davis, Tom Jeff,

Approvals
Plan customer meetil

Completed 02 Jan deadline m ’

»

Campaign plan

»

Ccompleted 10 Jan Approve press release

— 3¢/
ik + ) @

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453


https://itunes.apple.com/app/id568975446
https://play.google.com/store/apps/details?id=com.wrike.mobile

Wrike

Project management software that makes your life easier

iPad app helps you stay up-to-date
with work progress on the go

Employees’ current tasks in To-Do view

Use the big button to navigate views

__E

| M 2 [ www.wrike.com/mobilefindex.himi#list/-1/0/13/] /assigned=usdbCQLac0 ¢ | Gooc )

Wrike a Untitled

o

Choose
folders

Choose
assignees

B
@ For me

|| older 4

Completed Write campaign description

Everywhere

Meet

Completed 02 Jan deadline

Campain Plan

Completed 10 Jan Approve press release

Customer Feedback Monitoring Proces:

Completed 14-Dec-2012 Arrange a meeting with prospective big boss: Maybe Madison Ave? Also, prepare our list of achievements Prepare a list of
questions about his achievements ;)

VIP clients

Completed 17-Aug-2012 Create ppt for the National Team meeting p
Q

Orders| VIP clients

Completed 18-Dec-2012 Conference Call Tuesday 3pm E
2
Completed 23-0Oct-2012 Task 1

Dev Ongoing Project 1

Completed 18-0ct-2012 Integrate the new mobile app into the day-to-day work: it's really easy to stay tuned in werk with it!

The Archived view (shows completed tasks)

L | A 2 [wwwwrike ile/index.htmi#li 4/0111/0) tive [ b
x Wrike ] Untitled +
6 Everyone J . Wrap-Up

05 Feb Gather tradeshow costs

07 Feb Evaluate tradeshow response

22 Feb Determine value of return on tradeshow

|| Later 4
26 Feb Number of prime contacts

01 Mar Review lead tracking mechanisms and data

04 Mar Review with sponsor

DEa § s i

27 Mar Number of leads

-

29 Mar Review results with sales

)

01 Apr Communicate drawing winners,

pany infor i p ing event etc.

=

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453
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The Gantt chart view

m = [www rike.

index.t

306684,

¢ ] (Goour
Jan 2013
1

13

N
Feb 2013 Mar 2079 Apr2013 May 2013 Jun
19 [ 25 |1 |7 [ fss] 1 [7 [18[19 ]2 [ 1 [7 [18[19 ]2 1 [7 [1a[10]2 [1]7
—  Wmplp .
Evaluate tipdeshow response / Alice MeLane
Revew lead tracking mechanisms and data / Amber Jones
Review with sponsor / Andrew Wood
rmine value of return on tradeshow [ Henry Mariin
Number of leads / Nate Andersan
Number of prime contacts / Jenny Smifters,
Relvigw results with sales / Mattnew Smitn
Falow orggnization lead follow-up process and timing | Henry Martin
ommuricate drawing winners, company information, upcoming event schddules, etc. f N
Debrief duent staff / Nate Anderson
eview revenue generated | Andrew Wood
Review tradeshow estimate and budget / Henry Martin
Gommunigate viabiity of tradeshow / Alex Robarts

Complete final financial analysis / Nate Anderson

[E-mail blast to B
—————————

If you have any questions, please feel free to contact us at support@team.wrike.com or call us 1-877-779-7453





