


In this section you will take things a step further and begin to understand: 
• How to use Tasks lists; 

• How to organize your projects and collaborate using Subjects. 

Tip 1: Have you uploaded a photo to your profile yet? Having a profile picture will help 
your teammate easily identify who you are! To add a profile picture click on your name 
(top right) and select “Profile”. 

Tip 2: Have you adjusted your Notifications settings yet? In Azendoo, you can receive 
notifications by email and/or on your mobile for many actions (for example when a Task 
is assigned to you, when someone comments on a conversation you have created, 
etc.). So before getting started with Azendoo, make sure that you’ve adjusted the 
Notifications to reflect what you want to receive. You can do this by clicking on your 
profile picture and selecting “Account Settings”. 
  

Managing Tasks 
You can prioritize elements in your Tasks list using the “Now” view for the Tasks you 
need to get done today, and the “Later” view for those Tasks you want to do tomorrow, 
next week, next month… 



The Now section 
Tasks on your “Now” list are the ones that you plan to work on today. But the due date 
is not necessarily today. It simply means you have tagged this Task as being worked on 
and accomplished today. 
  
If you have too many Tasks in this list and you know you can’t get them all done, rethink 
your plan and start postponing your Tasks to be done “Later” or “Someday”. 

Delegate 
Are there some Tasks you can delegate to someone else? If so, assign them to that 
person by clicking on his or her icon at the right of your Task. Don’t forget to add a 
comment or a description so that the new assignee will know what he or she has to do. 

Prioritize and reorganize 
If the Task cannot be assigned to someone else, then it’s time to start moving things 
around to organize and prioritize the things you have to do today. Remember - your 
“Now” list should only be for those things that you can get done today. 

Arranging your day: 
Using drag and drop, you can arrange how items appear on your “Now” list. You 
can also use the Separators to create sub-list in your To-Do list. 

Move to a different day this week: 
To move Tasks to a different date, you can either (1)  
click on the “Later” icon       and assign a different date, or click  
the “Someday” icon        to keep it on your radar without assigning a specific date.  

Later  
In the “Later” section you will plan all your Tasks for the forthcoming days, weeks and 
months… You can even plan a Task years in advance! In this section, your Tasks are 
classified by date, so you get a global overview of your upcoming schedule.  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At any time you can move a Task from the “Later” section to the “Now” section by 
clicking the now icon              at the end of your Tasks.  
  

When looking at your “Later” list, note a couple of things: 

1. The date before the title of your Task is the due date you’ve assigned to it (if indeed 
there is one). 
2. The date at the end of your Task is the postponed until date, or the date on which you 
plan to start working on the Task. 

Start working 
Now that you’ve organized your To-Do list, it’s time to start working. Remember that you 
can discuss with your teammates if you want to share any information or if you need 
help on something. You can do this within a Task, in the Activity feed of any Subject, or 
by sending a Direct Message. 

Once a Task has been completed, make sure to mark your Task as done by clicking on 
the checkbox next to the Task title. Crossing the Task off your list in this way will not 
only make you feel great, but your teammates will also be informed that you have 
completed this Task. Teamwork becomes faster and smarter. 

Finishing up the day 
Once you have finished up your day, go back and review your “Now” list, making sure to 
mark off those things you accomplished today if you have not done so already. Those 
items that you were unable to complete will be automatically rolled over to your “Now” 
list for tomorrow. 
  
Then take a look at the Tasks you have scheduled to do tomorrow, and do some quick 
housekeeping to make sure your list will be good to go in the morning. 
You can also subscribe to the Azendoo Daily planner (in your Account Settings) to 
receive a list of your “Now” Tasks every morning by email, to get an overview of the day 
ahead.  

4



Collaborating with your team 
As Azendoo is a collaborative task management tool, it enables teammates to share 
Tasks together and to communicate on what they have to do. 

  

Collaborating with Tasks 
The ability to “assign” a Task to another member of your Workspace is a key feature in 
Azendoo. This is great for when you are collaborating with other team members and 
different sections of the Tasks need to be worked on by different people. 

  
Once you assign the Task, it will be removed from your list and added to the new 
assignee’s list. This will alert the newly assigned person that they have work to do on 
that Task. You can find all the Tasks that you have assigned in the “Sent” section of 
your Task lists. 
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Collaborating with messages 
At any time you can post a message on a specific Subject to share information with 
your teammate. A message can be shared on one or multiple Subjects. It can also be 
shared across an entire Workspace. You can add any information to your messages, 
like documents and files (from your computer, Dropbox, Evernote, Google Drive and 
Box), links, images, videos etc. Think of messages as emails with multiple CCs, only 
more collaborative and easier to follow up on! 
Only the members of the Subjects you have selected will be notified, and they can 
comment on or like your message. 

Tip: You can also add a poll to ask your teammates a specific question.A Subject’s 
Activity feed is a place for discussion, for sharing ideas and for collaboration. If a 
discussion requires an action to be taken, you can simply create a Task from the 
message and the conversation will be linked to the Tasks. 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Need to discuss something privately with one of your team members? You can send 
them a Direct Message by clicking on the icon at the top left of your Workspace. Direct 
Messages are private and non-sharable discussions between two people only. 

Tip: Azendoo Messages and Direct Messages will quickly replace your internal email 
exchanges. Make Azendoo your central communication hub for everything that you 
need to discuss or do in-team. 

Subjects 
Subjects are the second level of organization under each Workspace. A Subject can be 
anything from a project to a group discussion, a client portfolio, an event, or a 
campaign... You will share any relevant information – Tasks, messages, and 
documents – on these Subjects.  

Creating a new Subject 
To create a Subject, click on the “Subjects” title in the left column. Then, select the green 
“+ new Subject” button and enter the appropriate information into the sections provided. 

Name 
For the name of your Subject, think of an overarching project or title. It needs to be 
clear and to be easily searchable. 

Purpose 
You can choose to enter more information under “Purpose” to give your co-workers 
more detail, or you can leave it blank. 

7



Invite members 
For the “Invite members” section, you will want to include any team members who need 
to collaborate on this project. Any member of the Subject will have visibility on all of the 
Tasks, messages and documents within that Subject. 

Hide this Subject 
If you want the Subject to be private, select “Hide this Subject.” 
  

Note: Only members of your Workspace will appear as an option for the “Invite 
members” function. If you would like to invite people from a different Workspace, or 
people who are not yet on Azendoo, you will need to first create the Subject and 
then select the “Invite Guests” tab. From here, you will need to enter the email 
address of the person you want to invite to the Subject. This person must also be 
set up with Azendoo. 

A Guest will only see the specific Subject they’ve been invited to. They will not be able 
to access your Workspace information. 

Viewing all Subjects 
To see all of the Subjects on a Workspace, select “Subjects” in the left column and 
ensure that the “Officer,” “Member,” and “Subjects you can join” buttons have been 
selected. 
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 Subjects whose titles are highlighted in blue show the Subjects that you are either an 
officer or a member of. Subject titles highlighted in grey show Subjects your team is 
working on, but which you are not a member of. If you wish to join a Subject, you can 
click on the one you want to join and select “Join as a member”. When the officer of the 
Subject accepts your request, you will become a member of that Subject. 
  
You can click into each Subject that you are a member of, and see all of the Tasks that 
are associated with it. This allows you to check on the progress of Subjects, without 
having to actively reach out to your team members.   
If you do not want to see Subjects that you are not a member of, click the “Subjects you 
can join” button and this will be deselected for you. Then, all of those Subjects will be 
removed from your view. 
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Thank you!

Go for it!

https://www.azendoo.com/
https://www.azendoo.com/

