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The Specialties feature in inMotion ignite allows you to quickly find and assign the right people to work
based on the skills needed to complete the tasks at hand. Power up project templates by using
Specialties to effortlessly bulk assign work items to team members when setting up new projects.

Setting Up Specialties In Your Account

Navigate to Account Settings and select Resource Management from the settings sub-navigation.
Click Edit to the right of Specialties to access your specialties.

f Settings Resource Management

ACCOUNT SETTINGS

Features Specialties )
Edit
- Create Specialties to assign the right team members to the right work.

Roles & Permissions P B g -

Resource Management
Tags

Custom Fields

Custom Statuses

Priorities

Select Add Specialty to begin adding your specialties. Create a name and select Create Specialty
when complete.

Create Specialty

Name *

Photographer| l

Cancel Create Specialty

o Specialty names must be unique.

Edit the name of a Specialty by clicking into the name on your list view.
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Features

Resource Management
Close
See your team's Workload at a glance. Create Speciatties to assign the right team members to the right work.

[=]

Copywnteﬂ I

Graphic Designer i
Photographer In
Traffic Manager 5
Videographer 5

Add Specialty

Delete a Specialty by selecting the trash icon to the right of the specialty name.

Resource Management
Close
See your team's Workload at a glance. Create Specialties to assign the right team members to the right work.

Copywriter

c @:r

Graphic Designer

Photographer i

Traffic Manager [}

Videographer o
Add Specialty

Select Delete This Specialty to confirm.

Deleting a specialty will remove it from all user profiles and project templates, but will
leave the specialty on current and completed work items to preserve reporting data.
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Copywriter

Graphic Designe Delete Specialty? x

Are you sure you want to delete the
Photographer specialty Copywriter?

Deleting this specialty will remove it
from zll users and templates.

Traffic Manager
Delete This Specialty
Videographer «
Add Specialty

Managing Specialties for Team Members

Specialties can be managed for your users in the People section as well as from the User Report.

(https://guide-ignite.inmotionnow.com/help/users-report#accessing-profiles-from-your-users-report)

In the People section of your global navigation, navigate to the appropriate Team Member and select
Edit from the actions menu.

Team Members Add User

_%5 Christy Drucker E

Admin Edit @
Edit
i) Creative Director Deactivate

a Grace Deng grace@truesoap.co u

Team Member

B Graphic Designer

o Gwen Derby gwen@truesoap.co

Team Member

B Senior Graphic Designer

In the OVERVIEW tab, select the dropdown menu under Specialties and select from the list to assign.
Click Apply when done.
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Grace Deng

Active v Specialties X

OVERVIEW  AVAIL Q, Search

First Name * Last Name *
Copywriter
Grace Deng
Graphic Designer v
Job Title Photographer V4 Phone Number

Graphic Designer Traffic Manager

Email Address * Videographer

grace@truesoap.co Team Member
Clear m

Specialties Password

Role *

Click the X to the right of the specialty to remove from the Team Member's Specialties.

Specialties

GRAPHIC DESIGNER X | PHOTOGRAPHER X W COPYWRITER @ v

Select Save when complete.

Grace Deng X

Active v

OVERVIEW  NOTIFICATIONS ~ ACTIVITY

First Name * Last Name *
Grace Deng
Job Title Phone Number

Graphic Designer

Email Address * Role *

grace@truesoap.co Team Member v
Specialties Password

v || esetPasswora

Cancel %

Configuring Specialties in Project Templates
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Add specialties to new or existing project templates to save time assigning work.

In the details section of your project template, click the plus icon below Members and select the plus
icon to the right of SPECIALTIES to add specialties placeholders to the template.

Social Media =owt  BacktoTemplates -
B Add Project Name... @ ToDo v
OVERVIEW  CALENDAR AR
Add description.
Creative . - Members
¥
Copy + @
Priority
P Add Priority v
Design / Size images +
0] Add Tag
Stakeholder review +

Publish Template

Select the plus icon next to the specialty needed. Once a specialty has been added, a number 1 and
minus icon will appear. Add the number of team members needed with this specialty.

< Add Specialties x

Q Search
Copywriter +
Graphic Designer @

> DETAIL!

Photographer +
m Edit Blockers Descrip Traffic Manager +
Add de:  Videographer +

Membe

i@ - °
Priority

= F Add Priority «
Add Tag

.

If you have a team member who typically fills a specific specialty you can assign them from the
template by clicking the specialty and selecting their name. Specialties can later be updated at the
project level.

© 2019 inMotionNow, Inc. - All Rights Reserved



O °
motion
ignite
® Draft Back to Templates
Jame... s v
- s DETAIL! Manage Members x
s o Descrip as
earch
4 o Add de:
+ Membe
SPECIALTIES +
5 & 3n ea'
.. K ' Copywriter >
al + - Priority @
P Ad
5 &£3n & ' Graphic Designer >
Add T:

& ' Traffic Manager >

PEOPLE

— Caleb Eisenhower

caleb@truesap.co
Calli Edgerton T
calli@truesoap.co

Now that you have the appropriate specialties assigned to the project, begin adding specialties to your
work items. Click the plus icon and select the specialty or specialties needed. Publish Template when
complete, you're ready to quickly bulk assign work!

Social Media ot BacktoTemplates -
B Add Project Name... Q ToDo v
OVERVIEW ~ CALENDAR eE

Add description.
Creative - Members
+
- ‘ cco
m Y
B Add Priority v
Design / Size images +
e Add Tag
Stakeholder review +

Publish Template

Managing Specialties in Projects
Quickly bulk assign work to projects with specialties configured in project templates.

Click the plus icon below Members in the details section of your project. Select a specialty and choose
from the available users to assign. Selected users will be assigned to work items with their correlating
specialty.
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B Holiday Scent Social Post @ ToDo v

OVERVIEW  CALENDAR > DETAILS FILES MORE

Add Task Add Proof Add Group Edit Blockers Project Number

10

G T Description
Add description.
 Copy S &+ "
B - Members s
e e +
+/ Design / Size images &+
B - Priority
F Add Priority v
¢ Stakeholder review ¢ e+
D e Start Date
2 Add Start Date v
Add a task. Due Date
21 Add Due Date v
Add Tag
Social Team Tasks =
Level of Effort Tracked Time
/ Plan social posting schedule P + £ 13n ®© on
-

Add specialties to your project by clicking the plus icon next to SPECIALTIES in project members. Click
the plus icon to the right of the specialty to select the number of users needed. Select Add when
complete.

[ Holiday Scent Social Post @ ToDo v

OVERVIEW  CALENDAR 3 DETA Manage Members x
Add Task | Add Proof || Add Group Edit Blockers Proje:
4 Q, Search
Creative - = by
SPECIALTIES +
Add c
Cony ; s
[ -0- IEEE Meml () !:e:g‘j:t?az >
€a
Design / Size images + ' Gwen Derby S
| - il Graphic Designer
s
F2 Paul Morad N
Stakeholder review + L
m £ Start
2 A
FA peonie
Add a task... Due Caleb Eisenhower
o caleb@truescap.co
Calli Edgerton
= cali@truesoapco
Social Team Tasks O A& Christv Drucker

Click in the specialty and select from the available users to assign.

If you do not see the desired user, navigate to the People area to verify they have that
specialty added to their profile.
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3 DETA Manage Members X
Edit Blockers Proje
= Q, Search
10
’ - Descr
Add ¢ SPECIALTIES +
+ @ -
Mo .~ Megan Diaz y

Copywriter

i .Gwen[)erby N

Graphic Designer

E A ‘ Paul Morad 5

| . Traffic Manager
+ e

Start_ H ' Videographer >

=l A

Duel  eopi [y

=l A
' Caleb Eisenhower
- z caleb@truesoap.co

Add

.= MM, Calli Edgerton

Quickly swap users assigned to specialties by selecting the specialty under Members and clicking a
new user.

B Holiday Scent Social Post & To Do v
R eV I CALENDAR > DETAILS  FILES MORE
Add Task Add Proof Add Group Edit Blockers. Project Number
10
St T Description
Add description...
o cepr i + ’
& 5h Members
6% +
+ Design / Size images A + LD
[~ 0. I prioritf
F Add Priority ~
v Stakeholder review za ‘ +
£ Start Date
= Add Start Date ~
Add a task... Due Date
= Add Due Date ~
Add Tag
Social Team Tasks . =
LaE EEnas Teanliad T
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Select Clear to remove a user from a specialty. This will leave just the specialty placeholder assigned to
the tasks and proofs in the project.

< Choose Copywriter x &
, DETA Q, Search
ers Proje: i
] ff Megan Diaz v,
10 megan@truesoap.co
_ ﬁ Christy Drucker
Descr V%% christy@truesoap.co
Add c
s Caleb Eisenhower
caleb@truesoap.co
Meml

i4

Clear

. @ -Clear
Price Remove Copywrite-

F A

Select Remove (Specialty Name) to completely remove a specialty from your project.

Remove Copywriter x

Are you sure you want to remove the

’ DETA specialty Copywriter?
Kkers Proje: This will also remove the specialty from
10 all work inside the project, any members
assignad to the specialty, and the level
_ of effort associated to the specialty.
Descr
Add ¢
Meml
Clear
Priori -
Remove Copywriter
FE A
Remove Copywriter
Start Date
=] Add Start Date v

Managing Specialties in Tasks and Proofs
i
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o Specialties are not currently supported in stand-alone tasks and proofs.

From the project overview, add specialties to tasks and proofs by clicking the plus icon to the right of
the work item and selecting the specialty. If you do not see the desired specialty, navigate back to your
project and ensure the specialty has been added to project Members.

B Holiday Scent Social Post @ ToDo v

OVERVIEW  CALENDAR DETAILS  FILES MORE

Add Task Add Proof Add Group Edit Blockers Project Number

10

Creative T Description

Add description...

Copy G+@ -
[ -0- Y Members
Gasg +
Design / Size images ’ ¥
& @ Priority
¥ Add Priority
Stakehalder review lfu!‘ +
o 00 P Start Date
21 Add Start Date v
Add a task... Due Date
21 Add Due Date v
Add Tag

Social Team Tasks P—

Specialties can also be added inside of a task or proof by clicking the plus icon below Assignees and
selecting the specialty.

Copy

Add Time Entry

Description

Add description..

COMMENTS  ACTIVITY Assi.
ssignees

- @ +
Project v

[B) Holiday Scent Social Post
10

Priority
F Add Priority v

Start Date

Remove a specialty from a task or proof by opening up the members and selecting the specialty,
removing the checkmark. This removes the specialty placeholder and any user filling that specialty
from the work item.
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Design / Size images

Add Time Entry

Description

Add description..

COMMENTS  ACTIVITY Assi.
ssignees

@ ag +

Project
[ Holiday Scent Social Post
10

Priority
F Add Priority v

Start Date
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