
I can Print and follow these Instructions to create
My WebTCards Task Management System in Under 10 Minutes

 I’m in good company, T Card Task 
Management Systems are used by 
thousands of organisations around 
the globe

 T Card Systems are simple to 
understand, design and use

 T Card Systems provide a fast Visual 
Overview with a simple click to see 
the detail

 Web T Cards allows everyone in my 
organisation of focus on the same 
overview and concentrate on their 
own tasks
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I can Master my T Card Task Manager System in 3 Words

1. Board
My Board represents my Business Process, e.g. Production Planning.  I Can 
create as many Boards as I require.

T Card Board = My Business Process
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2. Panel
My Panels represent steps in my Business Process, e.g. Enquiry, Order, 
Despatch.  I can create as many Panels as I require.

T Card Board = My Business Process
Panels = Steps in my Business Process
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I can create my Board and Panels


From the Main Menu I 
click Design System


I type the name of my 
Business Process into 
Board Name


I click the Add New 
Panel button for each of 
my Business Steps and 
type the name of my 
Business step into Panel 
Name


I click the Save button
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3. T Card Each of my T Cards records the information required to complete a Task.

 Each of my T Cards records information 
to complete a Task

 My T Cards can record, e.g. a Customer 
Name, Order Ref. and Date

 Each T Card can record up to 40 items of 
information

 The Board displays a Visual Summary
information, I click on a T Card to see 
the Detail
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I can create my T Cards to record information


This is what my T Card can look 
like
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I can create my T Card Template

 From the Main Menu I click Design 
System, T Card Template

 In Template Name, I name the type 
of information I will record on my T 
Cards

 For each piece of information I want 
to record for a Task:

• I type a Label Name

• Choose a Data Type

• Set the Max. num. of characters of 
information

• Tick Mandatory for each mandatory 
item of information

• In Header I type a number to choose 
which lines of information are 
displayed on the Board

 I click on Save

 I have successfully created my T 
Card task Management System
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I have successfully created my WebTCards Task Management System 


I click on Board View, Create T Card to create 
my T Cards and record Task Information


I can refine the Design of my T Card system at 
any time by clicking Design System from the 
Main Menu


I can Click Design System, User to enable my 
colleagues to securely access our Task 
Management System


I can Master the advanced functions, e.g. 
Board Settings, Filter Board and Pivot Board


If at any time I have Questions or require 
Help, I can e-mail Support@WebTCards.com
or call UK(+44) (0) 7715-498005
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