
User Manual Guide



How to Register for a New Account

 Go to the Registration page.
 Enter your Full Name, Mobile Number, Email, Username, and Password.
 Confirm your password.
 Agree to the Terms and Privacy Policy.
 Click "Create Account".



How to Login to Your Account

 Go to the Login page.
 Enter your Registered Username and Password.
 Click the “Login“ button.



Admin Home Page

 Overall Task History

• Shows all tasks (completed + pending + in-progress).

• Helps to understand how many tasks were created and 
handled over time.

 Pending Tasks

• Shows tasks that are not yet completed.

• Can be filtered by deadline (e.g., overdue, upcoming).

• Important for tracking what still needs to be done.

 Today’s Tasks

• Shows tasks assigned for today only.

• Example: "3 tasks scheduled for 06-Sep-2025".

• Quick way to focus on daily work.

 Handled Tasks

• Shows tasks that are already completed (done/closed).

• Can be used to measure progress and productivity.



Home Page with Top Navbar

When the menu bar clicked, it shows navigation 

links: Home, Task Master List, User List, Add User, 

and Logout.



Create User

Name – Enter the full name of the person.

Username – Provide a unique username for 

login/identification.

 Job Role – Specify the role or designation of the 

person.

Mobile – Enter the contact mobile number.

 Email – Enter the official email address.



User List Page

 The User List page displays all registered users 
along with the total count of how many users are 
there.



Create Master Task

 Task Name – Enter the name of the task.

 Task Type – Specify the type or category of 

the task.

 Task Details – Select the schedule: One-time, 

Daily, Weekly, or Monthly.

Create Task Button – Click to save and 

create the task.



Task Master List

 Task Name – Displays the name of the task.

Assigned To – Shows how many users the 

task is assigned to.

 View Button – Click to see task details.

Delete Button – Click to remove the task.

Assign Button – Click to assign the task to 

users.



Assign Task

 Task Name – Enter or select the name of the 

task.

Description – Provide details about the task.

Assign – Assign task can choose all users or 

individual.

Assign To – Select the user(s) to assign the 

task.

 Task Due Date – Set the deadline for 

completing the task.

 Task Type – For daily, weekly, and monthly tasks, 

select the end date up to which the task will be 

assigned.



Upcoming Task

 The Upcoming Task page displays the list of tasks 

scheduled for future dates along with their details.



Today’s Tasks

 The Today’s Task page shows the task name 

and the name of the person it is assigned to.



Pending Tasks

 The Pending Tasks page displays all tasks that are 

not yet completed along with their details.



Overdue Tasks

 The Overdue Task page shows all tasks whose 

deadlines have passed and are not yet completed.



Upcoming Task

 The Upcoming Task page displays all tasks 

scheduled for future dates along with their details.



Today’s Task

 The Today’s Task page shows tasks completed, 

viewable date-wise along with their details.



Task View

 On the Task View by User page, you select a user to 

see all tasks they have generated or that are 

pending, along with task details.



Create Message

 The Create Message page contains a text area to 

write the message and a selection to choose the 

person to send the message to.



View Message

 The View Message page displays all messages sent 

and received, showing the sender, receiver, and 

message content.



View Message

 The Home Page displays the logged-in user’s name 

along with task statistics and message statistics.
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