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STEP 1

Click on Deadlines

STEP 2

Click on All job types or a specivc seruice yo3r interested in 
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STEP Y

ho3 can cKoose wanban or list uie.4

List view just lists all deadlines in date order, kanban is far more powerful

STEP I

fn kanban uie. yo3 can select .Kat in5o is displayed on tKe cards
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STEP g

ho3 can mro3p in5or,ation by uario3s options incl3dinm sta55 ,e,ber6 job
 type6 stat3s6 .eek and d3e period

STEP -

To Kelp prioritise .ork .e Kaue colo3r coded cards6 red 7 ouerd3e6 a,ber
 d3e uery soon6 yello. d3e soon and mreen is okay4 .e also sKo. Ko. ,any
 days d3e on tKe card 

Created with 4 of 6

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP x

yo3 can searcK by client or task or 3se tKe vlters neqt to searcK to display
 in5o re83ired

STEP 0

ho3 can eqport tKe in5o to csu i5 yo3 .ant 
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Never miss a step again. Visit Tango.us
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