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Step: 01

Welcomel!

In this guide, we will learn to create Goals

Faveritey g AK's Space S List Board  + View Q4

Spaces
Y ~ Filter by task name. Group by: Status v Subtasks: Hide v Share | o=
88 Everything

A AK's Space Get to Know ClickUp
This is a List! &

This is a List Description!

You can click on it (or the 'i" icon above) to edit it.
Q If you hover over it a link to hide the description will also appear.

This List will show you what various things look like and have you use various features.

Welcome!
In this guide, we will learn to create ASSIGNEE DUE DATE
L Goals
v Thisis a task! = g z
e [}
v Assign this task to yourselr! P
v This task has a due date = o Apr1
@ + This task has some subtasks! Click on the grey box to expand them: 'y
@ ~ Check out these Checklists! o
E + This task has urgent priority (if using priorities) = o =2
@ + Recurring task: this task will restart when closed o
“ « Filter your tasks © &
o +  Apply some sorting [+] : °
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Step: 02

Click the trophy icon

Faveiles < 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
oo This is a List Description!
o0 You can click on it (or the 'i' icon above) to edit it.
% If you hover over it a link to hide the description will also appear.

This List will show you what various things look like and have you use various features.

ASSIGNEE DUE DATE
13 TASKS

v Thisis a task! = o 2

+ 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:

Click the trophy icon .

@ v Check out these Checklists! %] ©
=]
5]

+ This task has urgent priority (if using priorities) = =
+ Recurring task: this task will restart when closed

v Filter your tasks 2 i)

[4)
v Apply some sorting % — °
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Step: 03

Click on "Set a Goal"

A
~
.
Make your goals a reality.

Q Create Goals, break them down into measurable targets, and track progress in real-time
(=]
8
&)

=

=
L]

[ | Click on "Set a Goal"
Set a Goal @

Learn more

0 =oe
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Step: 04

Enter a Goal name

? Goal name

Enter a Goal name

@

& Whoops! Goal name is required oK Vv
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Step: 05

Click on "OK"

? Goal name

GO1

press ENTER

Click on "OK"

@
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Step: 06

Choose owner(s) from here

‘? Owner

% |
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Step: 07

Again, click "OK"

‘? Owner
Q:
Again, click "OK"
@
my@wde
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Step: 08

Select "Who has access to this Goal?"

? Who has access to this Goal? i Select "Who has access to this Goal?"
AK Workspace Private

PRVl rcss ENTER
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Step: 09

Provide an End Date and Description

Provide an End Date and Description

47 Description

[« '@Vl 1ross ENTER
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Step: 10

Click on "OK"

? Description

[] QVall 0rcss ENTER

Click on "OK"

@
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Step: 11

Your goal has been created!

A 2 All Goals
-~

0 Set date <% SHARING & PERMISSIONS @

(=] Your goal has been created!
% @

2\

Targets are specific and measurable pieces that must be accomplished in order to reach your Goal.

Create a Target °

Learn more

0 =oe
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Thank You!
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