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1. Click the blue North Star icon.

2. Select 'Fundraising.'
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3. Click 'Tasks' to view and manage all fundraising-related tasks in one place.

4. Filter your tasks to quickly focus on what's most important for your workflow.
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5. Choose 'Assigned to me' or 'Created by me' to instantly view a filtered list of tasks.

6. Click 'Update' to apply your selected filters and streamline your to-do list.
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7. Open the filters panel anytime to fine-tune your task view and stay organized.

8. Clear filters with a single click to see all your tasks at a glance.
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9. Click the three vertical dots within the task to 'Edit' the task.

10. Cancel any changes at any time if you decide not to update a task.
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11. Select the checkbox to mark a task as completed.

12. 
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13. Click 'Add Task' to create a new assignment and keep your fundraising on schedule.

14. Enter a descriptive name to clearly identify your new task.
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15. Set a due date to keep your tasks deadline-driven and ensure nothing slips through the 
cracks.

16. Choose a status to instantly track your task's progress and completion state.
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17. Search for and link your task with a specific campaign to keep everything organized.

18. Assign your new task to the right campaign for maximum fundraising impact.
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19. Find and connect the right constituent to the task for personalized outreach.

20. Choose a constituent to ensure every task is targeted and meaningful.
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21. Click 'Create' to add your new task and make progress towards your fundraising goals.
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