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Getting Started Guide 

 
 

 
 
 

 
Thanks for purchasing ntask. We created it to be THE iPad app for managing your 
tasks. If you want a way to manage your tasks in less time than it takes to do them, 
ntask is the right app for you. We’ve kept it sweet and simple so that you have more 
time to actually get your stuff done. 
 
ntask can be used as a standalone task manager if you want, but the real value is in 
its ability to sync with your Exchange or Sharepoint task list. 
 
 

 
 
 
Welcome to ntask 
 
1. To get started quickly, start adding your tasks by tapping the New Task button 

(Top right of the tasklist page) 
 

2. If you want to sync with your Exchange or Sharepoint service you’ll want to enter 
your Exchange or Sharepoint service information first by tapping the Settings 
button. 
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Sync with Exchange 
 
1. Select the Settings tab and then tap the 

Exchange button on the Server Settings 
page. 

2. Type in your Exchange account Username 
and Password. 

3. In the Service URL space, type in your 
Exchange Web Service URL details. The 
URL should look something like this: 

 
http://myexchangeserver.com/EWS/Exchange.asmx 
 
4. After you’ve entered your details, tap the 

Save and Sync button. 
5. You’re done! ntask will switch to the “By 

Date” tasks page, and load your synced 
Exchange account tasks. 

 

 
 
 

 

 
Sync your Sharepoint Task list 
 
1. If you’d prefer to sync with your 

Sharepoint account, tap the Sharepoint 
button on the Server Settings page. 

2. Type in your Sharepoint account 
Username, Password, and Sharepoint 
Service URL details. 

3. After you’ve entered your details, tap the 
Select Sharepoint Task List button. 

4. From the Sharepoint Task List, select the 
Task list that you’d like to sync with. 

5. You’re done!  ntask will switch to the “By 
Date” tasks page, and load your synced 
Sharepoint task list. 

 

 

 

 
 
Change the Sharepoint Task List 
 
1. Tap the Select Sharepoint Task List 

button. 
2. From the Sharepoint Task List, select the 

Task list that you’d like to sync with. 
3. You’re done!  ntask will switch to the “By 

Date” tasks page, and load your synced 
Sharepoint task list. 
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List a New Task 
 
1. ntask is about managing your tasks 

effectively and efficiently. This section will 
show you how easy it is to organise your 
tasks quickly. 

2. First, Tap “New Task…” at the top right of 
your task list to display a New Task page. 

3. To add the title of the new task, tap the 
words “New Task” on the New Task page. 

4. Enter the task’s Due by details: Tap “Due” 
to enter the due date and time by using the 
scrolling selector wheel that pops up 

5. ntask will display the “due date” and the 
amount of time remaining to complete the 
task. 

 

 
 

 

 
 
 
Add Details and Notes to your Task 
 

1. To add notes and other details to your 
Task, tap on the lined area. A keyboard and 
text entry area will pop up. 

2. Once you’ve finished adding the details, 
close the  keyboard 

 

 
 

 
List Task Priority and Details 
 
1. Change the task priority by tapping 

“Normal Priority”, and then assigning the 
preferred priority to your task. 
 

2. To add task notes and details, tap the lined 
area to bring up the keyboard. Type in the 
details you’d like to add, and tap the 
“Done” button when you’re finished. The 
keyboard will slide away and your notes will 
be placed on the task page. 
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Mark Your Task as Complete. 
 
1. To mark your task as complete, check the 

“Completed” box at the bottom right of the 
Task page by touching the box. 

2. The task page will remain in view, but the 
task will be moved from the task list to the 
Completed list. 

 

 

 
 

 
 
 
View your tasks 
 
1. With ntask, you can view your tasks by 

priority and by due date. You can also view 
a list of your completed tasks. 

2. To see your tasks listed in priority order, 
touch the “By Priority” Tab  

3. To have your tasks listed in their due date 
order, select the “By Date” tab. 

4. To take a look at your completed tasks, tap 
the Completed tab on the task list. 

 

 
 

 
 

 
Things to know 
Missing tasks / Short task list. 
If your task list seems to be a bit short, try scrolling the task list to look for more tasks. If you’re still 
light on for things to do, enjoy it!  You’re ahead of the game. 
 
 
Support 
We’re really hoping you don’t need to read this section, but we also know that for some reason, not 
all Exchange services are created equally and that sometimes a little extra help will be needed. 
 
To the best of our testing capabilities and, we’re assuming, those of the App Store testing team, 
ntask works like a dream. However, we know that there are still small percentages of people whose 
exchange servers don’t take an instant liking to ntask.  
 
Below are a few quick checks you can make yourself. If ntask still refuses to play with your 
Exchange server, you’ll need to send us an email with a little extra information as requested. Read 
on… 
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Exchange sync issues 
 
Self check: 
 

1. What version of Microsoft Exchange Server are you relying on? The vast majority of the 
small number of issues that are reported to us occur for those running Exchange Server 
2003. Our advice at this point is: If you are running Exchange  Server 2003, the chances are 
high that you will be disappointed with ntask. We’re continuing to investigate this issue and 
will let you know when we believe it’s resolved. 

2. Check that your service details are entered correctly.  
- Double-check that your username and password are entered correctly. Please note that 

sometimes your account username is not the same as your email address. You will need 
to enter your Exchange Server account username. 

- Your Exchange Web Service web address should look something like this: 
http://myexchangeserver.com/EWS/Exchange.asmx 

- Tap the Save and Sync button 
3. If ntask still refuses to sync, check that  

- your Exchange server supports Exchange Web Services; 
- check with your administrator that the URL for the Exchange Web Service is correct; and  
- your username and your password are all correct. 

4. If, after all of these checks have been done and there is still no sync action, please will you 
email us to ask for support?  When you email us, please include the following information: 
- The version of Exchange Server that you’re running 
- The URL of your Exchange Server service 

5. Once we have your email, we’ll do our best to help you out. 
 


