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The purpose of  this User Guide is to help you install Ezidoesit Enterprise and start using 

the software  quickly.  Ezidoesit is a small and easy to use application and you will find 

many of its features very easy to understand and use. There is also an Ezidoesit Quick 

Sta rt document which can be downloaded from the website.  

There is further help on the Ezidoesit website at www.ezidoesit.com.  

If you have not already installed Ezidoesit Enterprise please follow the instructions 

below.  

1.  Make sure you are already running Microsoft Outlook 2007 or Outlook 2003. 

Ezidoesit does not work with any earlier versions of Microsoft Outlook. You should 

also be running either Microsoft Windows XP (Service Pack 2 or later) or Microsoft 

Vista with any  relevant se rvice packs and windows updates installed.  As at the 

date of this document we can confirm that all versions of Ezidoesit also work with 

Windows 7 Beta and RC (Release Candidate).  

2.  The installation process will require installation security rights  to allow t he 

Ezidoesit software to be installed on your computer.  

3.  We recommend that your computer has a minimum of 512MB of memory and at 

least 1GB of free disk space free.  Ezidoesit does not use 1GB of disk space but we 

suggest you have at a minimum 1 GB of free di sk space . 

When you know that you meet the 3 conditions above  follow the installation 

instructions below.  

Ezidoesit install ation -  this requires broadband or business grade Internet access from 

your desktop or notebook PC. If you a re running Microsoft Outlook 2007 , click  on the 

Ezidoesit Enterprise _1_2_23 _2007.exe program file. The xx is the version number and 

this will vary depending on what is the latest version no when you download the 

Ezidoesit program.  

As an example the filenam e would be Ezidoesit Enterprise _1_2_23 _2007.exe.  

If you are running Microsoft Outlook 2003 then the file would be as follows -  

Ezidoesit Enterprise _1_2_23 _2003.exe. The Ezidoesit file to download is approximately 

7.5 MB in size. All other files and components  need by Ezidoesit are downloaded and 

installed automatically from Microsoftôs website. 
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The installation will install the following files onto your computer for both the Outlook 

2007 and 2003 installs.  

¶ Microsoft .NET Framework 3.5 ï before this is instal led it checks to see if you 

have the Microsoft . NET Framework 2.0 SP1 and Microsoft .NET Framework 3.0 

SP1 files installed. If not they are installed. The Microsoft .NET Framework is the 

program runtime that enables Ezidoesit to run. You will already have version 1.1 

of the Microsoft .NET Framework however as Ezidoesit has been developed using 

Microsoft Visual Studio 2008 these later version are required.  

¶ Microsoft SQL Server 2005 Express Edition is installed. This is a desktop version 

of Microsoft SQL Serv er 2005 which is the database for the Ezidoesit task 

information.  

¶ If using Microsoft Outlook 2007 then Ezidoesit also installs the Microsoft Office 

2007 Primary Interop Assemblies and the Microsoft Visual Studio Tools for Office 

3.0 runtime.  

¶ If using Micro soft Outlook 2003  then Ezidoesit also installs Microsoft Office 2003 

Primary Interop Assemblies  and the Microsoft Visual Studio 2005 Tools for Office 

Second Edition runtime . 

The installation of the Microsoft .NET Framework files may require that you reboot  your 

computer so please close all other applications before you start this install.  

Installation Warning for Vista users  

Installing Ezidoesit the first time on Vista will ask you if you wish to re - start your 

computer before it has finished the installatio n. You should answer No and not re -start 

the computer until the full installation has finished. If you do restart  by mistake you will 

have to re - run the Ezidoesit installation process; it will ignore what has already been 

installed and carry on to the fini sh installing the Microsoft SQL Server 2005 Express 

Edition software and will then install Ezidoesit itself.  

Starsoft make s available to purchasers of Ezidoesit updates from the Ezidoesit website. 

Download the update file which will be ar ound 1.5 MB in size, close your Outlook 

software, and click  on the Ezidoesit file which will install Ezidoesit in approximately  30 

seconds.  

These are available on the Updates menu on the website ï www.ezidoesit.com . 
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Once y ou have installed Ezidoesit Enterprise, open your copy of Microsoft Outlook 

(screenshots are from Outlook 2007) and you should see the Ezidoesit menu bar on the 

Outlook menu. You can position the Ezidoesit menu anywhere on the O utlook menu. In 

the example below the Ezidoesit Elevator Bar is positioned under the Ezidoesit menu bar.  

 

While you can start using Ezidoesit straight away there are a few settings which we think 

you should configure and setup in the beginning.   

Click on the Ezidoesit dropdown menu and select the Settings option from the dropdown 

as displayed below.  
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The Ezidoesit Setting s window has 6 tabs on it ï General , New Tasks,  Display , Reporting, 

Backup and Mail Archive. These tabs control the followin g information.  

 

 

 

 

 

 

 

 

 

 

 

 

General Tab  

On the General tab, select the days  and times that you work and enter any break 

periods ï morning tea, lunch, afternoon tea or blackout times (Ezidoesit will not schedule 

tasks will not schedule tasks in this time pe riod).   

You can also select the option to remove the FW: and RE: prefixes to email subjects 

when this information is copied into a Task subject.  

The Move email when task is complete turns on an option in the Task window and allows 

you to select the final folder where the original email will be moved to when the task is 

marked as completed.  

Delay Start allows you to set a time in seconds to delay Ezidoesit starting. When Outlook 

starts there could be a number of other software add -on software components all  trying 

to start at the same time. The delay allows you to configure Ezidoesit to wait until 

everything else starts.  

Low Quality Graphics would only be needed where your graphics driver was corrupted 

and this allows Ezidoesit to work with lower quality dis play graphics.  
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New Task Tab  

On the New Task for each priority colour, select a default time for the task (you can over 

write  this when the task is created).  

 

Days before Deadline  ï this  is the number of days you should complete the task 

before the Due D ate in the Task.  

Default Min. Time Slot  ï tasks will create time slots in multiples of this minimum time. 

So if 15 minutes you cannot have a task less than 15 minutes of time.  

Scheduled Checked by Default  ï tasks are automatically scheduled into the Outloo k 

Calendar where the default action for one of the priority colours is set to Schedule with 

default time.  

Multiple Time Slot Checked by Default  ï allows a task to spread over multiple time 

slots in the calendar.  

Include Task Body in Calendar items  ï allows  you to store the  body of the task in 

the Outlook Calendar item.  

Include Attachments ï allows attachments to be stored in the Outlook Calendar item.  

Options include what happens to the original email when the task is created ï delete it, 

move it to another  folder or leave it in the inbox.  
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Display Tab  

On the Display tab you can select icons for options that you wish to di splay on the 

Ezidoesit menu bar , and select to use the Colour ed Task list, the Enhanced Elevator Bar 

and 24 hour time.  

 

Reporting Tab  

This allows the user to set the options for the Daily, Weekly and Monthly Email Status 

report. These reports email the user every morning a report showing Overdue, Critical, 

High, Medium & Low and future task information.  This gives the user in one place an 

overview of the status of all tasks that are being worked on in the current timeframe 

(Day, Week or Month).  
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Backup  

This option allows the user to automate when a backup of the Ezidoesit data is run.  

This is not needed in Workgroup situations where a cent ral Microsoft SQL Server 

database is used.  

 

Mail Archive  

This option is a client based email archiving option which is only available in Ezidoesit 

Enterprise Edition.  
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Use Mail Archive  ï turns on the availability of the Email Archive option and adds a bl ue 

colour  option to the Ezidoesit Elevator Bar (see image below).  

 

This option works by the user dragging and dropping one or more emails at a time on to 

the blue colour on the Elevator Bar. Depending on the other options selected on the 

Email Archive tab  will depend on what happens next as detailed below.  

Open archive window to set options  ï if you have selected this option in settings, 

then this small dialog windows opens and you can enter tags to identify this email, a 

project name and a category. These  fields are used to help in finding archived email 

through the search facility later.  
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The Delete email after archiving deletes the email from your inbox or folder or a PST 

folder.  

Delete email after Archiving  ï this option automatically deletes the email  after it is 

dragging onto the blue Elevator colour.  

Search on Archived Email  

By double clicking on the blue Elevator Bar colour the search window below is displayed. 

By entered text which may be in the email Body and Subject or Tag keywords (you have 

a ch oice of either option) you can find the original email. Double clicking on the email in 

the display grid opens the email and then you can do anything with it that you originally 

could in Outlook ï reply or forward it to someone, file it in another folder e tc.  

You can also search for archived email on project name and from and to email 

addresses.  

 

 

Ezidoesit allows a Microsoft Outlook user to drag and drop an email on to the Elevator 

Bar, create an Ezidoesit Task and schedule the task i nto the Outlook Calendar. This 

process can be easily completed in 10 seconds  or less , even by a new Ezidoesit user.  

Today we all get many requests for us to do something by email. It could be a customer, 

a peer worker or our boss. Together with all of the other emails we get, this means that 

for most people their Outlook Inbox can be overloaded. This produces in some people 

what is called by psychologists ñCognitive Overloadò.  The popular description of this is 

ñdeer in the headlightsò syndrome. We get so stunned by everything to do that we 
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cannot make a decision.  There is a White Paper on the Ezidoesit website written by a 

psychologist which describes this problem.  

Ezidoesit allows you to sort out the  email 

requests , and  turn these  into tasks 

marked as Cr itical, High, Medium or Low. 

This process happens when you drag and 

drop the email onto the Ezidoesit Elevator 

Bar  (displayed left) . Saving the task 

schedules it into free time in the Outlook 

Calendar.  If you have Outlook Calendar appointments, Ezidoesit w ill schedule tasks 

around these.  

Scheduling of Ezidoesit tasks works according to built - in rules  and user defined rules . 

The built - in rule is that Critical tasks always push in before High, Medium and Low tasks. 

The higher the priority of the task, the ear liest in appears in the Outlook Calendar.  

Now for something very cool in Ezidoesit.  

When you schedule a task into the Outlook Calendar, you can go into the calendar, drag 

the task to another day or another time, and make the task larger or smaller by 

dragg ing the size of the item. When you do this and change these details, this 

information updates the date and time automatically in the Ezidoesit task.  

So when you are scheduling tasks, do not get too bogged down because you can always 

move tasks around in th e calendar.  

Ezidoesit never alters the original Outlook emails  

When you drag and drop an email onto the Elevator Bar, Ezidoesit takes a copy of the 

original email, together with any attachments and creates the task with this information. 

The task priority is set by the colour it was dropped onto, the default task length is set 

by the Elevator Bar rules you have setup as well as other task information. All of these 

settings can then be manually changed in the task before you save it. You can even 

change the contents of the task because that was copied from the original email; it is not 

the original.  
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There are several  ways to create  and access Ezidoesit Task s; th e fastest way is to use 

the Elevator Bar.  

The Elevator Bar consists of four coloure d squares, each colour relates to priority level 

associated with Ezidoesit Tasks . 

To create an Ezidoesit Task  you can drag 

and drop an email onto the coloured 

square of the Elevator Bar.   You can also  

r ight -click the colou red square , and then 

click New Ta sk. 

At times the coloured  squares  on the 

Elevator Bay  may contain numbers.  These numbers are a count of the tasks  that are 

incomplete.   Double -click a colou red square to show a list of the relating incomplete 

Ezidoesit Tasks . 

The rules for the Elevator Ba r and the  priority level s associated with Ezidoesit Tasks can 

be defined  in the Ezidoesit Settings.  
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The EziView option is only available in Ezidoesit 

for Outlook 2007.  EziView is an Outlook 2007 

custom task pane which allows you to display in 

this window  the Elevator Bar, the Performance 

Gauge  and the Ribbon View. There are icons on 

the top of the EziView window which turn on or off 

the display of these three options.  

Emails can be dragged onto the Elevator Bar in 

EziView just like you would wit h the standard 

Elevator Bar on the  
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You can create Ezidoesit Tasks by doing one of the following -  

¶ Drag and drop an email onto the Elevator Bar.   

¶ Right -click the coloured square of the Elevator Bar, and then click New Task.  

¶ Click  New Task from the Ezidoesit dropdown menu.  

¶ Right -click on an email  listed in your I nbox (or in any other folder) , and then 

select the Ezidoesit priority for a new task . 

¶ Open an email and select New Task from the Ezidoesit dropdown menu . 

New Task Window  

When creating Ezidoesit Tasks t he New Task window  will open  if the priority settings for 

the priority are set to Open Task .  T his Task window displays -  

¶ A copy of the original email is displayed in the task , including any attachments.   

¶ Priority  ï this is set by the colour you dragged and dropped the email onto the 

Elevator  Bar.  

 

You can now change any of the task details; remember you are not changing the original 

email only the task copy of the original email. C lick on the Save button to save the  task.   

Depending on the Ezidoesit Settings , the original email will  either remain in your inbox , 

be moved to another folder ,  or will be deleted . 
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The New Task window allows you to enter a  new task.  Although there are no  mandatory 

fields some fields will initially display default values that can be overwritten.  

Tasks created from emails display the following task window; tasks created by clicking 

on the New Task menu item, right clicking on an Elevator Bar colour or clicking on the 

New Task icon creates a  slightly different task window (no On task Completion option or 

Subject or body text).  

 

 

Subject  ï the  title or headline  that  describe s the task.  

Priority  ï the urgency  of the task.  Values available for selection are:  Critical, High, 

Medium, and Low.  

Pr ivate  ï indicates that  the task is confidential  and cannot be viewed by other people .  
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Task Duration  (hours)  ï an estimate  of the time required to complete the task.  A 

default value from the Ezidoesit Settings may be initially displayed however this can b e 

overwritten.  

Project  ï the category or group the task is related to .  A  new value can be entered or a 

previously entered value can be selected.  

Tags (Keywords) ï enter words or phrases separated by commas to enable later 

searching on this task using the EziSearch facility.  

Schedule  

This i ndicates  that the task is to be scheduled into your Outlook Calendar.  A default 

value from the Ezidoesit Settings may be initially displayed however this can be 

overwritten.   

When ticked the Schedule  field will enable a ccess to  the following fields -    

Start After  ï this is  the Date and Time a fter which the task may start.  

External Constraint  -  an external constraint may be entered here by selecting a value 

from the dropdown.  

Schedule over multiple Time Slots ς indicates  that  the task may be allocated over 

several blocks of time in your Outlook Calendar.  A default value from the Ezidoesit 

Settings may be initially displayed however this can be overwritten.  

Minimum Time Slot  -  the minimum block of time that may be used in  your Outlook 

Calendar.  A default value from the Ezidoesit Settings may be initially displayed however 

this can be overwritten.  

Fixed Time  ï indicates that the task cannot be moved by scheduling other tasks.  

Do It Now ï upon being clicked this will update  the Start After  values and enable 

access to : Skip Breaks  and Move Fixed Tasks .  

Skip Breaks  ï indicates that the task will ignore any Breaks that you have defined in 

the Ezidoesit Settings .  

Move Fixed Tasks  ï indicates that the task will move tasks flagged  as Fixed Tasks in 

order to schedule this task.  

Show Schedule  ï upon being clicked this will display  a quick view of  the  tasks that you 

have scheduled.  The current task being scheduled will be marked with an asterisk.  

Deadline  ï the date and time which t he task must be completed by.  

 

On task Completion  ï Browse and select a folder in your Outlook Inbox or sub - folder, 

a PST folder or a Exchange Public Folder to where the original email will be moved when 

this task is marked as completed.  
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Email Category an d Move To  ï the ability to set an Outlook Category to the original 

email and which folder to move it to when the Ezidoesit Task is saved.  

 

Reminder  ï indicates that  an alert for the task should occur.  Reminders can be set for 

either a specific time , or a  time period prior to the start or deadline date.   If Specific 

Time is selected  then  a date and time must be selected.   

 

If a time period is selected  then either Before Star or Before Deadline must be selected 

from the additional field.  

 

Attachments  ï files related to the task can be attached by clicking on the Attach File 

(paper clip) icon.   

 

 

Task Details  ï use the editor space to add details for your task.   Formatting and the 

option to include attachments are available.   
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When you complete an Ezidoesit task ahead of the scheduled time, there is an option in the 

Enterprise Edition to reclaim the extra time. 

This only works for the current dayôs schedule 

So if you schedule a task to take 3 hours today starting at 9am but complete it in 2 hours, when you 

mark the task as completed the following two dialogs will display. 

 

Your options are yes if you want to reduce the time the task took from the original 3 hours to the 

actual 2 hours that it took. Then this dialog is displayed ï 

 

You can now reschedule the remaining tasks scheduled for today bringing their start time forward by 

the 1 hour you saved on the first task. 
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The r ecurring task functionality will create multiple duplicate tasks accord ing to the 

recurrence settings.  

Each task will follow standard scheduling rules.  

1.  They will only be scheduled on work days  

2.  They will only be s cheduled in available work time  

There is no unlimited time option ; t he number of occurrences is limited to a maximum of 

20.  

 

You can either have the task recurring until a specific date or for a specific number of 

occurrences.  

 

Select the Recurrence tab on the task to set the options.   
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The recurrence options are  

1.  Daily  

a.  This will add the task each work day  

2.  Weekly  

a.  Pick which days  you want to schedule the items (only work days available) 

and how many weeks apart  

3.  Monthly  

a.  Pick which day of the month to schedule the task on  

If you pick a day that does not occur in every month (29 , 30, 31 ) then for 

those months it does not occur the l ast day of the month will be used.  

b.  Or a specific instance of a particular day of the month  

E.g. the second Friday of the month.  

 

When you open an occurrence of an existing recurring task and make changes to the 

task you have the option of saving the change s to just that occurrence or saving the 

changes to the whole series.  

This option appears whe n you click on the save button.  
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You can delegate a task to another Ezidoesit user if you are running Ezidoesit Enterprise 

with the Workgroup ad d-on in a multi -user environment. When creating a new task or 

editing an existing task there will be an Assign button available on the bottom right of 

the window.  

 

 

Clicking this will ask you who you want to assign the task to and will then save the task 

once OK is clicked on the ñAssign Task Toò window. 

An assigned task cannot be scheduled or a recurring task so these options are 

automatically switched off when you click on Assign.  

 

 

 




