Itask Requirement
Milestones & User Goals
· Milestones: Define clear project stages and progress tracking.
· User Goals:
1. Seamless task assignment and acceptance process.
2. Efficient log management for tracking activities.
3. Ability to add comments with attachments (images, videos, files).
4. Option to reject tasks with proper reason selection.
5. Address task challenges and roadblocks effectively.
6. Display targeted tasks with proper prioritization.
7. Notify users of deadline, target changes, or modifications.
8. Reporting and analytics:
· Analytics: Performance insights.
· Logs: Track task history.
· Tracking: Monitor real-time task progress.
· Reports: Generate weekly, monthly, and yearly reports.
9. Customer & Development Calls:
· Customer calls should be picked within minutes.
· Development-related calls may occur daily or as needed.
10. File Handling & Previews:
· Excel preview, image preview, and PDF view and excel view.
11. Admin Panel:
· Assign tasks.
· Manage task status updates.
· Select assignees.
· Categorize tasks as major or minor.
 Technical Goals
1. Performance Optimization: Ensure system handles slowness efficiently.
2. Archival Module:
· Live tasks (active & ongoing).
· Today’s tasks.
· Release-wise task archiving.
3. UI & Accessibility:
· Flexible and responsive UI.
· Mobile version with limited but essential features.
· Tablet-optimized view for better usability.
4. Role-Based Access:
· Designation-based login system.
· Permissions and access rights based on user roles.


Task Page
1. Task Management & Hierarchy
· Project-Based Task Addition:
· Tasks are categorized under different projects (e.g., Project A, B, C).
· Bulk task addition based on project plans:
· A: Add 15 tasks at once.
· B: Add 10 tasks at once.
· C: Add 5 tasks at once.
· Support for individual task addition, update, delete, and view.
· Support for multi-line (bulk) task addition.
· Task Filtering:
· Filter tasks by status, priority, date, department, and assignee.
· Task Hierarchy (Tree Structure):
· Support for nested task structure:
· Task → Subtask → Subtask → Subtask (infinite levels).
2. Checklist & Planned Task Handling
· Multi-line task add:
· Checklist or plan wise Multi-line input support for adding task.
3. Deadline & Priority Management
· Deadline Handling:
· Identify overdue tasks with a crossed deadline indicator.
· Define fixed timing tasks.
· Highlight burning issues that need urgent attention.
4. Task Estimation & Updates
· Task Details & Metadata:
· Estimation and tracking of task progress.
· Update task attributes including:
· Information (detailed task description).
· Priority levels.
· Assignee (department-wise assignment).
· Category & Status (master).
· Due Date / Deadline.
· Remarks and Comments (with attachments).
· File Management:
· Attach files to tasks.
Support for task attachment downloads.
5. Task Categorization
Tasks are classified into the following categories:
· Assigned Tasks: Tasks already assigned to users.
· Unassigned Tasks: Tasks that are yet to be assigned.
· Service Tasks: Tasks related to support or client services.
· R&D Tasks: Research and development-related tasks.
· Maintenance Tasks: Tasks related to system or infrastructure maintenance.
· Creative Tasks: Design and creative work tasks.
· Query Tasks: Tasks based on master data queries.
6. Task Assignee Actions
· Task Acceptance & Rejection:
· Assigned users can accept or reject tasks.
· If rejected, a reason must be provided.

Project Home / Project Summary

1. Project Overview & Listing
· Display a list of multiple projects with key details:
· Project Status (Active, Completed, On-Hold, etc.).
· Deadline (Final completion date).
· Priority (High, Medium, Low).
· Progress Percentage (Real-time task completion tracking).
· Remarks (Additional notes or updates on project status).
2. Project History & Activity Tracking
· Comment History: Maintain a timeline of discussions, decisions, and updates.
· Project History Tracking:
· Team Involvement: Track members who worked on the project.
· Task Assignees: Maintain a log of task owners and their responsibilities.
· Attachments & Files: Store related documents, images, and other relevant assets.
3. Project or Estimate Lock & Freeze Mode
· Project or Estimate Lock / Freeze Mode:
· Lock project estimates to prevent modifications after approval.
· Rights-Based Approval: Only authorized users can approve or modify estimates.
· Unfreeze Mode: Allow adjustments when needed, based on access permissions.
4. Controlled Change Management
· Modification Confirmation:
· Any changes require user confirmation before applying.
· Maintain a log of approved modifications to track alterations.

Calendar Page
1. Role-Based Views
The calendar provides different views based on user roles:
· Admin View: Full access to all tasks, meetings, and holidays across departments.
· Head of Department View: View and manage tasks, meetings, and holidays within their department.
· Employee View: Limited to personal tasks, assigned tasks, and department-level meetings.
2. Calendar Functionalities
Task & Event Management
· Ability to add, update, delete, and view the following:
· Tasks (Project-related or personal).
· Meetings (One-time scheduled events).
· Holidays (Company-wide or department-specific).
Task Interaction & Modifications
· Manual Task Handling:
· Employees can add, update, and delete their own tasks.
· No direct connectivity with other systems (manual entries only).
· Task List View:
· Employees can view their assigned and personal tasks in a task list format.
· Drag & Drop Functionality:
· Tasks can be dragged and dropped within the calendar to reschedule.
Filtering & Customization
· Filters for Quick Navigation:
· Sort and filter tasks based on date, priority, department, status, and assignee.
· Update & Delete Actions:
· Users can modify tasks/events if they have the appropriate permissions.

Meetings Page
1. Rights-Based Meeting Management
· Role-Based Access Control:
· Only authorized users can add, update, delete, and schedule meetings.
· Meetings can be created with different access levels based on user roles.
2. Meeting Notifications & Participation
· Automatic Notifications:
· Once a meeting is scheduled, selected team members are notified instantly.
· Response Tracking:
· Participants can Accept, Reject, or Mark as Pending.
· The meeting status updates dynamically based on participant responses.
3. Calendar Integration
· Seamless Connectivity with Calendar:
· All scheduled meetings are automatically reflected in the calendar.
· Updates or cancellations are synced in real-time.
4. Meeting Form & Details
· Meetings include the following details:
· Title: Meeting subject.
· Assignee: Person responsible for hosting the meeting.
· Category: Type of meeting (Team Discussion, Client Meeting, Project Review, etc.).
· Start Date & Time / End Date & Time: Defines the meeting schedule.
· Remarks: Additional notes or agenda details.
· Selected Participants: Members invited to the meeting.
5. Meeting Modification & Event Notifications
· Rights-Based Modifications:
· Updates, rescheduling, and deletions can only be performed by authorized users.
· Real-Time Notifications:
· When a meeting is scheduled, updated, or canceled, all selected participants are notified.



