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TASK TAK USER GUIDE – CONTRACTS 

 

 

Once you click the “Contracts” option, you will be redirected to the contract’s dashboard. 

 

 

1. Clicking this button will allow you to create a new contract. 

2. Here you will be able to view the contract’s summary. 

3. This chart shows the bar chart comparison of different contract types. 

4. This chart shows the line chart of contracts value by type. 

5. This portion lists down all types of contracts created based on Subject, customer name, 

Contract type, value, start and end date, project, and signature. 

6. You can click the subject to view, edit and even delete the contract. 

7. You can click the Customer name to view the details of the customer. 

8. Here you can select the project name to view the details of the project. 

9. You can filter the analytics and the lists of contracts by clicking this icon. 



NEW CONTRACTS 

 

 

To create a new contract, you can click the “New Contract” button 

 

1. To delete the current contract or put the contract in trash, you can click the trash option. You 

can also hide it from the customer by clicking the “Hide from customer” option. If this button is 

unchecked your customer will be able to access the contract from the customer portal. 

2. Select or type the customer you would like associated to this contract. 

3. Here you need to write the subject for the contract. 

4. You can optionally enter the contract value here. 

5. Select the type of contract that is already in your system or add a new contract type by 

clicking the plus sign. 

6. Specify the start and end date of the contract. If there is no end date to the contract leave 

the end date blank. 



7. You can write a contract description here.  

8. Finally click the save button to add a new contract. 

 

FILTER BY 

 

To filter the contract details in the dashboard accordingly, you can click this icon.  

1. When you click “Exclude Trashed Contracts” this will select or deselect the option will allow or 

disallow the view contract details including or excluding the “trash” contracts. 

2.  Selecting this option will allow you to view all details. 

3. Selecting this option will allow you to view all expired contracts. 

4. Selecting this option will allow you to view all contracts without end date. 

5. Selecting this option will allow you to view all trash contracts only. 

6. Selecting this option will allow you to view all contracts created in that specific month. 



7. This section will show the current contracts you have available in your system. You can select 

or deselect these as desired. 

You can filter based on multiple selected types and not just one specific filtered value like month 

or year only. 

CLICK THE SUBJECT/EDIT OPTION 

 

To view and modify the details of a specific contract, you can either click on the subject name or 

“Edit” option. 

 

Once you click the subject/contract name or the “Edit” option, you will be redirected to this new 

page. 



 

Here you can see the existing details of the contract. If you want, you can edit the details and click 

the “Save” button in the right-hand corner. 

 

This portion allows you to do some additional tasks for this contract like adding comments, notes and 

many more that are discussed down below. 

VIEW CONTRACT 



 

To preview 

the contract, 

you can click 

here. 

 

 

 

 

 

1. These are the descriptions of the contract. 

2. These are the some more details related to the contract 

3. You can download the contract by clicking here. 



 

4. To sign the contract, click here. Then provide the information given below and click the “Sign” 

button 

 
5. To view comments or add comment, click the “Discussions” option. 

  

 

 

 

 

 

 



CONTRACT 

 

1. To view or modify details related to contract, you need to click here. The page is already 

opened in the above picture. 

2. To download or print the contract, you can click this icon. 

 

3. To email the contract, click here. 

 

4. To view, copy or delete the contract, click here. 



 

ATTACHMENTS 

 

To attach any attachments, you can drop files here. 

 

COMMENTS 

 

 

1. You can only re-edit the comments or delete the comments you have added before. 

2. You preview the list of all comments here. 

3. You can add another comment and click the “Add comment” button. 

 

CONTRACT RENEWAL HISTORY 

 



 

After clicking the contact renewal history, you will be redirected to that page. 

1. To renew the contract, you can click here. Then set the date and finally click the “Save” 

button. 

 

2. Here you will be able to see the renewal history and its details. 

 

 

TASKS 

 



 

After clicking the tasks, you will be redirected to the tasks page. 

1. To add a new task, click here. Then provide the related information and click the “Save” 

button. 

 

2. These are the fields explaining the details of the task. 



3. Clicking here, you can start the timer, re-edit the task or even delete it if necessary. 

 

 

NOTES 

 

After clicking the notes, you will be redirected to the page above. 

1. Here you can write a note and click the “Add note” button. 

2. You will be able to preview all previous notes submitted before. 

3. You re-edit or delete the notes if necessary. 

TEMPLATES 

 

After clicking the templates, you will be redirected to the page above. 

1. You can add a new template by clicking here. Then provide the content details and click the 

“Save” button. 

 



2. Here you can insert the template in the main contract page, reedit the template or even 

delete it if necessary. 

 

EMAILS TRACKING 

 

To view the list of tracked emails, click here. 

 

 

TOGGLE FULL VIEW 

 

To view the editable form of the contract, then click here. If its already there, then clicking it will hide 

the form. 

 

DELETE THE CONTRACT FROM THE MAIN PAGE 

 

To delete the contract, click here. 



 

A confirmation message will pop up. If you agree to delete the contract, click “OK” or click “Cancel” 

CLICK THE CUSTOMER’S NAME 

 

To view or modify the details of the customer, click here. 

 

You will be redirected to this page up here. 

1. Clicking here, you will be able to view and edit the personal details of the customer. 

2. Clicking “Billing and shipping” will allow you to view or modify details related to payments.  



 

3. Clicking the customer admins allows you to assign an admin from the clients company and 

details of other contracts are provided there.  

 

4. Clicking the “Purchase order” option, allows you to view details related to previous purchases.  

 

5. Here are the details information related to the client’s company. 

6. Finally, after editing all details, you can click the “Save” button. 

CLICK THE PROJECT’S NAME 

 

To view the project details, click here. 



 

Here you will be able to view the analytics and detailed information regarding the project of the 

selected contract. 


