uide

oy @dcast

my@

How to add a document in ClickUp

myguide.org


https://myguide.org

Step: 01

Click on Docs icon

N i
s aertes < AK's Space S List Board  + View Q ¢
Spaces
. Y - Filter by task name. Group by: Status v Subtasks: Hide » Share L)
88 Everything
L. Get to Know ClickUp
(=] This is a List! A
B 1Doc
This is a List Description!
m [ Get to Know ClickUp You can click on it (or the 'i' icon above) to edit it.

X . If you hover over it a link to hide the description will also appear.
Click on Docs icon

e This List will show you what various things look like and have you use various features.
P ASSIGNEE DUE DATE

+ Thisis a task! = o

+ Assign this task to yourself! o

+ This task has a due date = ° Aprl
@ + This task has some subtasks! Click on the grey box to expand them: o
@ v Check out these Checklists! = [v o
9 + This task has urgent priority (if using priorities) = £+ =3
@ + Recurring task: this task will restart when closed o
n + Filter your tasks g &
° + Apply some sorting o Z °
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Step: 02

Click on "+ Add Document"

C Docs (Q Click on "+ Add Document"

All e

B ) \\\/\\
\\\\>

B

Create a doc to organize anything.

Add videos, lists, comments, and you can even create tasks within docs.

Q) =0 ¢ o
+
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Step: 03

Enter a name

Enter a name

@

IBlank Page
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Step: 04

Enter Description

Enter Description

@
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Step: 05

Click on ellipsis

Click on ellipsis

@
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Step: 06

Select one of the options

PAGE OPTIONS
= Print

7D History

Select one of the options

@

@ Attach a file

L Import/Export
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Step: 07

Click on cross icon, to close the panel

Click on cross icon, to close the
panel
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Step: 08

Your document has been created!

f DocCs < Q Date Updated ~ + Add Document
~

Q
=] Your document has been created!

g8 @

Q) =0 ¢ o
+
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Thank You!
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