How to show only unfinished tasks

1. Click the funnel to open the filters
2. Click + Filter

3. Type Done and choose it

4. Choose Unchecked

4 steps. Watch the video or a step's GIF for the motion; this guide holds each step's result.



Step 1of 4

Click the funnel to open the filters

The filter bar opens under the view tabs.
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Step 2 of 4

Click + Filter

A list of the database's properties opens.
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Step 3of 4

Type Done and choose it

Done is a checkbox, so the choices are Checked and Unchecked.
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Aa Task Title

/ Pull foundation permits
' Sign MLP Cross-Dock GMP amendment
/ Approve tilt panel mix design
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/ Finalize winter concrete plan
/ Review precast production schedule
' Set winter temporary heat budget

/ Resubmit guard house CO-01 pricing
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Step 4 of 4

Choose Unchecked

Finished tasks drop out of the table. The filter is yours until you click Save for everyone.
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Aa Task Title 3'* Status

 Sign MLP Cross-Dock GMP amendr (8 OPEN @ In progress X
W Approve tilt panel mix design ® Current Focus

/ Approve Q4 subcontractor rate increases ® Next Up

 Finalize winter concrete plan @ Current Focus
/ Review precast production schedule ® |n progress
J Set winter temporary heat budget @ In progress
/' Resubmit guard house CO-01 pricing ® Next Up

/ Collect COIs from all site subcontractors ® Not started
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