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Quick Reference Guide (QRG): USER SETTINGS 

Adjust your USER SETTINGS to manage your work the way you want it 

Upload a photo  

soÊyourÊpeersÊcanÊseeÊyouÊ
clearly. 

Establish your time zone  
toÊsetÊyourÊworkÊtoÊtheÊ
rightÊtimeÊforÊyou. 

Click the image to start 

Change yourÊpasswordÊasÊ
needed. 
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Quick Reference Guide (QRG): USER SETTINGS 

Adjust your USER SETTINGS to manage your work the way you want it 

Allow notifications (orÊ
not). 

Set when you want 
notifications to arrive. 

Determine what 
notifications youÊwantÊ
(andÊhowÊyouÊwantÊthemÊ
delivered). 

View (or unarchive) yourÊ
archivedÊwork 
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Quick Reference Guide (QRG): NOTIFICATIONS 

Adjust your USER SETTINGS to manage your work the way you want it 

Click the Bell to view 
your Notifications. 

Click “Archive All” to 
move all Notifications to 
the “Archived” folder. 

Click “Archive” to move 
this item to the 
“Archived” folder. 

Click “X” to delete the 
Notification. 

Click “Unarchive” to 
restore the Notification. 



4 ©ÊStrategyFrog,ÊLLCÊ2021.ÊÊForÊmoreÊinfo:Êhello@strategyfrog.comÊorÊ888.570.FROGÊ(3764). 

Quick Reference Guide (QRG): HOME 

Use BOARD to see the “big picture” and all the “details” in one place A 

Find what you want 

UseÊSearchÊtoÊfindÊyourÊworkÊitemsÊquicklyÊ
(i.e.,ÊStrategicÊObjectives,ÊStrategicÊ

See “all the details” 

See the “big picture” 

Tag your Favorites 

ClickÊtheÊ“star”ÊtoÊidentifyÊanÊ
itemÊasÊyourÊ“favorite.” 

Sort by Status 

SelectÊOnÊtrack,ÊAtÊrisk,ÊOffÊ
track,ÊCompleted,ÊorÊNotÊ

Sort by Type 

SelectÊStrategicÊObjectives,Ê
StrategicÊInitiatives,Ê

View all 

SeeÊallÊyourÊ
workÊorÊaÊ

Sort by Due 
Date  

See Priority 

UnderstandÊwhat’sÊaÊ
High,ÊMedium,ÊorÊ

See Progress 

UnderstandÊhowÊ
muchÊyouÊhaveÊ

View Options 

SeeÊOverview,Ê
ManageÊView,ÊEdit,ÊorÊ

View Parent Item 

UnderstandÊhowÊ
everyone’sÊworkÊisÊ

See your Favorites 

SelectÊtheÊ“star”ÊtoÊviewÊyourÊ
favoriteÊitems. 

Navigate to different 
modules 

Start with an 
Empty List and add 
work in Manage 
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Quick Reference Guide (QRG): HOME 

Use OVERVIEW to see data on work (yours and the organization) B 

ImprovingÊÊStrategicÊExecution 

View the “numbers” toÊ
understandÊtheÊstatusÊofÊ
allÊyourÊworkÊ(OnÊTrack,Ê

Filter by Person 

ReviewÊyourÊworkÊorÊ
othersÊtoÊunderstandÊ

Filter by Status 

SelectÊOnÊtrack,ÊAtÊrisk,ÊOffÊtrack,Ê
Completed,ÊorÊNotÊstartedÊtoÊseeÊ

Filter by Dates 

SelectÊtheÊdateÊrangeÊofÊ
theÊworkÊyouÊwantÊtoÊ

Filter by % or # 

View all Item Types 

SeeÊallÊdifferentÊlevelsÊofÊyourÊ
work,ÊfromÊOrganizationalÊ

See a count of all 
your work items See the Status of your 

work over a period of time 
(e.g.,ÊOn Track workÊfromÊ
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Quick Reference Guide (QRG): MANAGE 

Create, communicate, or update work in MANAGE for improved performance 

A 
View Work (yoursÊorÊanyÊ
teamÊinÊyourÊorganization)Ê 

See Different Views  
ViewÊyourÊworkÊinÊaÊÊÊÊÊÊÊList,ÊÊ 
ÊÊÊÊÊÊTree,ÊorÊÊÊÊÊÊÊTimelineÊ 

Create all your work In Manage 
AddÊaÊnewÊItemÊinÊthreeÊdifferentÊ
ways 

B 

D 

C 

     Gain an OVERVIEW,  
CHILD VIEW, EDIT, or 
ARCHIVE your work 
items 
     EDIT items to add 
more information 

1 

2 3 

1 

2 
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Quick Reference Guide (QRG): MANAGE 

View Work (yours or any teams in your organization) for greater transparency A 

View Your Work 

Tree 

View the Work of 
any Team inÊyourÊ
organization 

Understand important 
Due Dates 

Set Due Dates 
toÊmoveÊyourÊ
workÊforward 

Select View Options to find a 
Department to View 

See the Progress 
of Work 
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Quick Reference Guide (QRG): MANAGE 

Use LIST view to understand your work in greater detail B1 

Select List View 

Filter your WorkÊ
toÊseeÊwhatÊyouÊ
want 

Filter work by Status 
SelectÊorÊdeselectÊNot 
Started, On Track, At Risk Off 
Track, orÊCompleted toÊseeÊ
whereÊyouÊare 

Filter work by Strategic Priorities 
SelectÊorÊdeselectÊFinancial, 
Customer, Processes, orÊLearning (orÊ
theÊperspectivesÊyourÊorganizationÊ
creates)ÊtoÊseeÊwhat’sÊimportant 

Filter Work By Type 
SeeÊStrategicÊObjectives,Ê
StrategicÊInitiatives,ÊObjectives,Ê
KeyÊResults,ÊTasksÊ(orÊusingÊtheÊ
termsÊyourÊorganizationÊ
designatesÊtoÊeachÊgoalÊlevel) 

Select the 
Date toÊseeÊtheÊ
workÊyouÊwant 
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Quick Reference Guide (QRG): HOME 

Use TREE view to gain a visual understanding of how your work is connected B2 

Select Tree View 

See Due Date 
toÊunderstandÊwhenÊ
yourÊworkÊisÊdue 

See the connection toÊ
understandÊyourÊ
organization’sÊ
priorities 

Expand the Tree view  
toÊseeÊmoreÊconnectedÊ
workÊitems 

View more options toÊ
reviewÊandÊeditÊtheÊ
itemÊinÊmoreÊdetail 

Understand the status and 
progress ofÊallÊyourÊworkÊbyÊcolor: 
 

ÊÊÊÊÊÊÊOn Track 
ÊÊÊÊÊÊÊAt Risk 
       Off Track 
ÊÊÊÊÊÊÊCompleted 
ÊÊÊÊÊÊÊNot Started 

Make it a Favorite 
toÊseeÊyourÊworkÊmoreÊ
frequently 

Create a 
specific item 
type 

Change the view 
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Quick Reference Guide (QRG): MANAGE 

Use Timeline View to understand your work’s timeframe B3 

Scroll to see more 
SeeÊallÊtheÊwork 

View Options 
View,ÊEdit,ÊorÊArchiveÊ
theÊitem 

Add an Item 
ReviewÊyourÊworkÊorÊ
othersÊtoÊunderstandÊ
progress. 

Jump to the Item’s Start Date 
SeeÊtheÊworkÊfromÊit’sÊbeginning 

See your work in a 
timelineÊtoÊunderstandÊ
theÊflowÊofÊyourÊwork 

Select Timeline View toÊgetÊaÊ
bigÊpictureÊofÊyourÊworkÊ(andÊseeÊ
howÊworkÊisÊconnected) 

Filter by Status 
SeeÊyourÊworkÊbyÊwhat’sÊNot Started, On 
Track, At Risk, Off Track, orÊCompleted) 

Filter by Dates 
SelectÊtheÊdateÊrangeÊofÊ
theÊworkÊyouÊwantÊtoÊ
review. 

Display left menu bar toÊ
seeÊtheÊitem’sÊdetails 

Filter by Strategic Priorities 
SeeÊyourÊorganization’sÊprioritiesÊ
(Financial, Customer, Process, Learning,Ê
orÊareasÊyourÊorganizationÊchose) 



11 ©ÊStrategyFrog,ÊLLCÊ2021.ÊÊForÊmoreÊinfo:Êhello@strategyfrog.comÊorÊ888.570.FROGÊ(3764). 

Quick Reference Guide (QRG): MANAGE 

Create all your work in MANAGE 

See Leaders & Members 
UnderstandÊwhoÊisÊleadingÊ
andÊsupportingÊtheÊworkÊ See your Favorites 

SelectÊtheÊ“star”ÊtoÊviewÊyourÊ
favoriteÊitems. 

View Progress 
UnderstandÊhowÊmuchÊ
hasÊbeenÊaccomplished 

Set Priority 
EstablishÊHigh, 
Medium, orÊLow 
Priority. 

C 

Tree 

Start with an Empty List 
and add work from there 

Create all your work In Manage 
AddÊaÊnewÊItemÊinÊthreeÊdifferentÊ
ways 

Filter your work 
toÊseeÊwhatÊyouÊ
want 
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Quick Reference Guide (QRG): MANAGE 

Gain an OVERVIEW, EDIT, or ARCHIVE your work items D1 

Get an Overview ofÊanÊ
Item toÊlearnÊaboutÊitsÊ

Edit an Item toÊmakeÊ
changesÊtoÊitsÊprogressÊ
andÊdetails 

Archive your work 
forÊfutureÊreference 

WeÊneedÊtoÊgetÊgoodÊsalesÊtrainers 

1 2 

3 

Tree 

Search your work  

Create more 
supporting 
work items 

See your supporting 
work items  

View Options toÊmanageÊyourÊ
workÊinÊdifferentÊways 
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Quick Reference Guide (QRG): MANAGE 

EDIT items to add more information D2 

Let your work be visible 
to others (you,ÊyourÊ
team,ÊorÊeveryone) 

Set a priority for 
your work (Low,Ê
Medium,ÊorÊHigh) 

Set your Status (NotÊ
Started,ÊOnÊTrack,ÊAtÊ
Risk,ÊOffÊTrack,Ê
Completed) 

Set Progress andÊaddÊaÊ
noteÊsoÊeveryoneÊknowsÊ
what’sÊgoingÊon 

Add attachments toÊ
keepÊdocumentsÊ
connectedÊtoÊyourÊwork 

Add a Note forÊ
othersÊtoÊsee 

Yang Wilson 

Beth  Myers 

Jared  Russell 

Establish who supports 
the work 

Add KPIs to 
measure success 


