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MeisterTask is an intuitive task management tool that improves 
teamworkandcollaboration.Itsflexible,Kanban-styleproject
boardsensurethateverybodyinyourteamisalwaysonthesame
page. 

MeisterTaskisanonlinetoolthatrunsinanystandardweb-
browserandoffersappsforMac,Windows,iOSandAndroid.

MeisterTaskwascreatedforagileteamslookingforasmarter,
moreefficientworkflow.Youcanturnitintoatrueproductivityhub
byconnectingitwithothertoolsyouuse,andautomatetasksto
get even more done in less time!
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1. Getting Started

InMeisterTask,youswitchbetweenthreemainviews:

1. The DASHBOARD,whichoffersapersonalizedoverviewofallyourprojects,
notificationsandtasks.Thisviewisuniquetoeveryuser.

2. The PROJECT BOARDS,whicharedividedintoverticalsectionsthattaskscan
movethroughontheirwaytocompletion.Changesmadetoasharedproject
boardareinstantlyvisibletoallprojectmembers.

3. The STATISTICS & REPORTSarea,whichoffersinsightsintoyourteam’s
productivityandtrackedtime.Thisareaalsoincludesasimplecalendarview.It’s
accessible for all PRO and BUSINESS users.

1. Project List
Theprojectlistontheleftdisplays
allyouractiveprojects.
Youcanre-orderprojectsby
dragging them into another 
position,orcreateproject groups 
forabetterorganization.
Todisplayarchived or team 
projects,clickontheword‘Projects’
and select a different view. 

2. Create or Import Projects
Use the + button to create a new 
projectfromscratchortoimportan
existingprojectfromTrello,Asana
orWunderlist.

3. Background Image
Upload a background image 

thatreflectsyourmoodorlet
MeisterTaskdisplayadifferentone
foryoueveryday.

4. My Tasks
Thisiswhereyouseealistofyour
opentasks,startingwithduetasks
andtasksinyourFOCUS.Atthe
top,youcanalsodisplayapersonal
checklist that is not associated with 
anyproject.
 
5. Notifications
Notificationskeepyouuptodate
aboutwhat’shappeninginyour
team.You’llgetnotifiedwhenever
someonementionsyouina
comment or makes changes to a 
taskyouarewatching.

2. The Dashboard

https://www.meistertask.com
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Sections
Aprojectisdividedintomultiple
sections.Howmanysectionsyou
haveandhowyounameand
arrangethemistotallyuptoyou.
Toeditthename,colororicon
ofasection,clickintothesection
header.Toaddanewsection,click
on the + button that appears when 
youhoverbetweentwosection
headers. Rearrange sections via 
drag and drop.

Tasks 
Alltasksrelatedtoaprojectare
displayedintheformoftilesthat
canbemovedfreelyfromsectionto
section. Due or overdue tasks turn 
yellow.Oldandinactivetasksturn
gray.Youcancreatenewtasksusing

the + buttons at the bottom of each 
section,orusingtheNkeyasa
shortcut.

Project Background
Choosebetweenvarious
background colors and images or 
simplyuploadyourown,viathe
projectproperties(i).

Members Bar
The members bar on the right 
showstheavatarsofallproject
members along with the number 
ofactivetaskstheyowninit.Click
onanavatartoquicklyfilterthe
projectfortasksassignedtothat
specificteammember.Clickonthe
+ button to invite more people to 
theproject.

Activity Stream
Clickontheiconatthetopofthe
membersbartoopentheactivity
stream.Thestreamdisplaysall
 actions and changes made inside 
theprojectbyyouandyourteam
members in chronological order. 
Clickonanyactiontoquicklyopen
the task it belongs to and get more 
information.

Filters
Switchtoprojectfiltersbyclicking
onthefiltericonatthetopof
theactivitystream.Filtertasksby
status(openvs.completed),tags,
duedate,assignee,followers(aka
watchers)orkeyword.

3. Projects

https://www.meistertask.com
https://www.meistertask.com
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1. FOCUS
Clickonthestarbutton
toaddtaskstoyour
FOCUS.Thosetaskswill
showupseparatelyon
yourdashboard.

2. Description
Addadetailed
description with 
Markdown formatting 
toyourtask.

3. Custom Fields
Business users can 
definecustomfieldsfor
eachoftheirprojects,
which are then shown 
below the description 
of their tasks.

4. Checklists
Splitbiggertasksinto
multiple checklist items 
and check them off 
asyougoalong.In
theprojectsettings,
youcanpre-define
checklists,whichyou
canthenquicklyload
into tasks to use again 
and again.

5. Attachments
Quicklyattachreference
files,mock-upsormind
mapstoyourtasks.
Uploadfromyourlocal
harddriveordirectly
fromyourconnected
Dropbox,MindMeister,
BoxorGoogleDrive
account. 

6. Activity Feed
Seetheentirechange
historyofyourtasks,
add comments and 
mention other team 
members.

7. Time Tracking
Track time inside 
MeisterTaskandeasily
edittimeslips.Youcan
also use our Harvest 
integrationifyou
alreadyhaveanaccount
there!

8. Due Date & Time
Addaduedateand
duetimetoyourtasks.
Getnotifiedwhentasks
become due.

9. Tags
Addoneormultiple
tagstoyourtasksfor
easygroupingand
filtering.

10. Watchers
AddWatchersto
tasks to ensure all 
 stakeholders are kept 
in the loop about task 
updates.Watchers
receive automatic 
notificationswhen
comments are added to 
the task or changes are 
made.

11. Relations
Marktasksasrelated,
blocked or blocking. 
Getnotifiedwhen
blockages are removed.

3.1 The Task Dialog Clicking on a task tile opens the task dialog, which contains all the information 
related to the task.

https://www.meistertask.com
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4 Automations
Automationshelpyourteamworkmoreconsistentlyandefficientlybyautomating
stepsinyourworkflow.

Youcandefineoneormultipleautomationsforeachsectioninyourproject
boards,andyoucanchoosewhethertoruntheactiononlyfornewtasks(thatis,
tasksthatareeithercreatedormovedtothatsection)orwhethertoalsoapplyit
topreexistingtasksinthatsection.

5 Integrations
MeisterTaskintegrateswiththetoolsyourteamalreadyusesandloves.Forinstance,
youcansendissuesfromGitHubstraightintoyoursprintboard,orhelpyour
supportteamworkmoreefficientlybyconnectingtheirprojectboardwithZendesk.
MostintegrationscanbeenabledviatheProjectProperties.

5.1 Native Integrations
MeisterTaskintegrateswithSlack,GitHub,Zendesk,andmanyothertools.Fora
completeandup-to-datelist,pleasevisitourintegrationspageat 
www.meistertask.com/integrations.How to set up automations: 

Step 1:Clickthe(i)buttoninthetopbarofyourprojectandselectProject
Properties.

Step 2:SwitchtotheAutomationstabandselect“AddAutomation”.

Step 3:Selecttheautomationofyourchoice.

Step 4:Selectasectionandspecifytheautomation.ConfirmwithDone.

5.2 IFTTT and Zapier
IFTTT(IfThisThenThat)andZapierareplatformsthathelpyouconnectMeisterTask
withevenmoreofyourfavoriteappsandplatforms.Signingupforeitherserviceis
free,andyoucancreatenewautomationsinamatterofseconds.

https://www.meistertask.com
https://www.meistertask.com
https://www.meistertask.com/integrations
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5.3 The MindMeister Integration
MeisterTaskperfectlyintegrateswithouronlinemindmappingtoolMindMeister. 
Thismeansthatyoucanturnyourbrainstormsintoprojectboards,andyourideas
intotasks,inamatterofseconds.It’sagreatwaytoensurethatnoneofyour
brilliant ideas fall through the cracks. 

StartbyplanningyourprojectinaMindMeistermindmap.Eachtopicyoucreate
canpotentiallybeturnedintoatask.Whenyou’redone,opentheMeisterTask
footer.ConnectthemindmapwithanexistingprojectinMeisterTask,orsimply
createanewonedirectlyfromthemap.Drag&droptopicsontoauser’savatarto
assigntaskstothem.Tasksareautomaticallyexportedwiththetopics’notesand
links.

Byturningyourideasintotasks,youensurethattheyaren’tforgotteninarandom
meetingorbrainstormingmap.Instead,theyimmediatelybecomepartofyour
team’sworkflow,readytobedealtwith.

6. Statistics & Reports
Thestatisticsandreportsareaiswhereyoucangetinsightsintohowproductive
yourteamis,whichtasksaretakingthelongest,howmuchtimeemployeesare
spendingontasks,andalotmore.

Youcanaccessthestatisticsandreportsareaviatheaccount menu,whichopens
whenyouclickonyouruseravatar.

Statisticsandreportsisdividedintothreeareas:Performance,TimeTracking,and
Reports.

6.1 Performance
The performance area shows the number of completed tasks vs the number 
ofnewtasksforaprojectinacertaintimerange.Youcanalsoseethetrend
compared to the previous time range at a glance.

https://www.meistertask.com
https://www.meistertask.com
https://www.mindmeister.com
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6.2 Time Tracking
Thetimetrackingareashowsthedailyaggregatedtimetrackedperprojectina
certaintimerange.Youalsoseethetoptimetrackersinyourteamaswellasthe5
tasks with the most time tracked.

7. Apps
MeisterTaskisaweb-basedtaskmanagerandassuchrunsinanystandardweb-
browser.Additionally,MeisterTaskoffersnativewrappersforMacandWindows,
which house the web app.
Wanttostayontopofyourto-doswhileyou’reonthego?Noproblemwith
MeisterTask’snativemobileappsforiPhone,iPad,AppleWatchandAndroid
devices.Theseappscomewithofflinefunctionality,whichmeansyoucaneven
accessyourprojectswhenyou’renotconnectedtotheinternet.

6.3 Reports
Inthisareayoucanviewandexportindividualreportsaboutnew,completed,
overdue,upcomingorlong-runningtasks.Ineachreportyoucaneithershowtasks
ofallusersand/orallprojects,ornarrowtheselectiondowntoaspecificassignee/
project.

https://www.meistertask.com
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