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01 | Start here

TaskFlow brings your Apple Reminders, calendar events, and TaskFlow notes into one workspace. Use it for a
quick shopping trip or a more structured day plan; you do not need to configure every feature before starting.
Your first five minutes

1. Open TaskFlow and choose Set Up TaskFlow on the welcome screen. You can return to it from Settings.

2. Allow Reminders access to connect your lists and tasks. The guided flow also offers calendar access;
Calendar is optional.

3. Review suggested layouts for lists whose names resemble Shopping, Groceries, Read Later, or Watch
Later. Tap a suggestion to apply that layout.

4. Open a list and add one item. A title is enough to begin; dates and detailed fields can come later.

5. Open Today to see due tasks, overdue work, priorities, and calendar events.

Choose a starting point

* Everyday tasks: open Tasks, choose a list, and use New Task.

» Shopping: choose a Shopping & Groceries list and use Add ltem.

* Movies and series: choose a Reading & Watch Later list and use Save Link.

* Notes: open Notes and create a note. Browser access is covered in chapters 10 and 11.

Where your information lives

Tasks belong to Apple Reminders lists, and events belong to calendar accounts. TaskFlow notes and
supported app information use TaskFlow's iCloud syncing. Your TaskFlow notes do not appear in Apple's
Notes app. A browser login uses your Apple Account; there is no separate TaskFlow notes account to create.

Good first habit: begin with one list and a few real items. Add specialist fields only when they help you decide
or act.
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02 | Guided setup and permissions

Open Settings > Set Up TaskFlow whenever you want to reconnect the main features or review layout
suggestions. The guided flow connects Reminders, requests calendar access when needed, and selects
available event calendars. It does not replace your existing list items.

Reminders

Allow access to display, create, edit, complete, and delete reminders. If you decline access, connected
reminder lists cannot be loaded. Use the permissions controls in TaskFlow; when access has already been
denied, follow Open System Settings or Manage in Settings to change it in iOS Settings.

Calendar

Calendar access lets TaskFlow show events and find open time. Use my calendars selects your available
event calendars. You can refine the choice under Settings > Calendars > Customize. Read-only calendars may
be visible even though you cannot create events in them.

Notifications

Notifications are optional. Enable them when you want task alerts, bill deadlines, routine timer alerts, or episode
reminders. A saved date alone is not proof that an alert will appear: review the alert settings and notification
permission.

Other permissions

Photos, files, microphone, speech recognition, and location-related controls appear when relevant to a feature.
For example, dictation needs audio permissions; an attachment may need photo or file access. Grant only the
access needed for the feature you are using.

Sensible defaults

In Settings > Tasks & Lists, choose a Default List for tasks created outside a specific list. In Calendars,
choose a writable Default Calendar for new events. If you leave these on their automatic choices, check the
destination before saving.

Tip: setup is revisitable. A permission you skip today does not prevent you from using unrelated features.
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03 | Find your way around

TaskFlow's main areas are Today, Tasks, Calendar, Notes, and Search. On a wider screen, navigation may
appear in a sidebar rather than the same compact arrangement used on iPhone.

Today

Use Today to decide what needs attention now. It combines task counts, available time, Focus Next, Top 3
Today, and calendar information. Customize the sections to keep this screen useful rather than crowded.

Tasks

Browse your reminder lists, pinned destinations, and smart lists. Open a list to see its items. A list's layout
depends on its chosen type: a grocery list emphasizes quantities and stores, while a media list emphasizes
links and progress.

Calendar

View tasks alongside calendar events, inspect scheduling conflicts, and find open time. Task due dates and
event times are related planning information, but remain different kinds of records.

Notes

Create independent notes or link a note to a task or event. Use folders, tags, pinning, and search to find
information again.

Search and menus

Use Search for items across your workspace. Search fields in individual views may narrow the content of that
view. Some task searches support typing a tag with #. Clear search and filters when something seems missing.

Look for the plus button to add information, List Tools in specialized lists, and the More menu for additional
task actions. Touch and hold an item where supported to reveal contextual actions. Open the item itself for the
full detail screen.

Tip: pin the lists you use most often. You can manage them from Manage Pinned Lists or Pinned Lists
without changing their contents.
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04 | Lists and useful layouts

A reminder list is the destination that owns a task. A TaskFlow layout changes how that list is presented and
which extra fields are offered.

Create or customize a list

1. Open Tasks and choose New List.

2. Give the list a clear name and create it.

3. Use Settings > Tasks & Lists > Edit Reminder Lists to edit an existing list.

4. Choose List Type, color, and icon; save your changes.

Common names can produce a one-tap suggestion: Shopping or Groceries suggests Shopping & Groceries;
Read Later and Watch Later suggest Reading & Watch Later. Suggestions are offered for standard lists, rather
than automatically changing an already customized list.
Available list types

 Standard: everyday reminders.

» Shopping & Groceries: quantity, unit, category, store, and estimated price.

* Projects & Work: sections, milestones, outcomes, blockers, and next actions.

* Household & Chores: rooms, instructions, and seasonal information.

» Packing & Travel: quantities, categories, essentials, and packing stages.

* Bills & Renewals: amounts, payment status, and renewal deadlines.

* Reading & Watch Later: saved links, media details, and progress.

* Errands: destinations, opening hours, and preparation.

* Appointments & Follow-ups: contacts, questions, preparation, and outcomes.

* Routines & Checklists: ordered steps, instructions, and timers.

Templates

Some types offer Include Starter Template. This saves a template under List Tools > Templates; start it when
you are ready. Existing reminders remain in place. Custom templates are useful for repeated trips, chores, and
checklists.

Remember: changing a layout does not move tasks to a different Reminders account or turn reminders into
calendar events.
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05 | Create, edit, and complete tasks

Use New Task or the plus button to open the task editor. When you create a task from a particular list, review
that list as the destination. Tasks created elsewhere use your default or automatic destination.

Start with the basics

Enter a clear title, such as "Book dentist appointment." Add notes or a web link if they will help you act. A due
date and time are optional. Choose the list, priority, flag, or status when relevant, then save.

More detail when needed

Open Details for repeat settings, alerts, start date, location, tags, and attachments. The editor also offers
subtasks, dependencies, and comments. Specialized lists provide their own fields, such as grocery quantity or
a bill's renewal date.

Completion and status

Mark a task complete with its completion control. Completed tasks can be shown in a completed section or
through display settings. Reopen a completed task if you checked it off by mistake. Status labels such as
Active, Waiting, and Blocked describe work in progress; completion is a separate action.

Dates versus alerts

A due date says when work is expected. An alert determines when you are reminded. In task Details, check the
actual alert configuration rather than assuming a date will notify you. Additional alerts can be relative to a due
time or set to a specific time.

Repeating work

Choose a repeat pattern for recurring tasks. Before deleting recurring work, check what you want to retain in
Apple Reminders. TaskFlow also offers reusable list templates when you want to create a fresh checklist rather
than repeat one task.

Example: create "Take recycling out," give it the next collection date, add a reminder at a useful time, and
choose a weekly repeat if that matches your schedule.
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06 | Capture quickly, then review

Quick Capture is a faster way to turn a short phrase into a task or event. Open it from an available plus or task
menu.

Capture a task

1. Choose the task capture mode and enter a phrase describing the work.

2. Review the parsed title in Preview.

3. Choose the destination list.

4. Check whether a due date was recognized. Correct it, add a time, or turn the due-date option off.

5. Review the reminder choice and choose Continue to proceed through the capture flow.

Capture an event

Choose Event, then review the title, writable calendar, start time, and end time. Check both date and duration
before committing the event. An event is saved to the selected calendar, rather than to a reminder list.
Important review habit

Date recognition is a convenience, not a substitute for checking. If the preview says No date recognized, set
one yourself when needed. If it recognizes an unintended date, change or remove it before saving.

Capture a link from another app

Use the system Share menu for supported content and choose TaskFlow. Shared videos can route to Watch
Later and articles to Read Later. In Settings > Share Extension, choose the destination lists; Automatic is
available. Shared links may remain queued until TaskFlow opens and imports them.

Batch shopping capture

For a grocery list, use Paste Iltems or Filters & Shopping Tools > Paste Several Iltems. Review the proposed
items, quantities, store, and duplicates before importing. This is faster than opening a separate editor for each
line.

Tip: capture now, organize afterward. A useful title and correct destination are more important than filling every
optional field.
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07 | Today, Focus Next, and priorities

Today is your daily starting point. The overview counts tasks due today, overdue tasks, and events. The
available-time area uses connected calendar information and your planning preferences.
Focus Next: simple task triage

Focus Next presents one suggested task with two main choices: - Mark Complete: finish the task and let the
view move on. - Choose Another: cycle to another candidate without completing the current task.

Tap the task title to open its details. Choosing another does not change the task's due date or delete it.
Suggestions consider actionable work; do not treat them as an obligation to follow a fixed order.

Top 3 Today

Choose Choose up to three priorities, or Manage beside Top 3 Today. Select the work you most want to
finish. These priorities do not replace the tasks' due dates. Use them to make important work visible even when
it is not scheduled for today.

Overdue work

Open the overdue section to review unfinished tasks. Use Plan Overdue Tasks or an available reschedule
action when you want to assign a realistic new time. Completing, rescheduling, and removing a date are
different decisions; choose the one that reflects the work.

Customize Today

Open Customize Today or the section-selection control. Show, hide, and reorder available sections. Use
Restore Default Layout to return to the standard arrangement.

A practical daily routine

Check events first, select your Top 3, and use Focus Next for quick triage. When a task needs more time than
you have, open its details or planning tools rather than marking it complete simply to dismiss it.
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08 | Calendars and available time

Open Calendar to see events and dated tasks together. Use Today to return to the current date, Go to Date to
jump elsewhere, and the available view controls to change the calendar layout.

Select calendars

In Settings > Calendars, choose Use my calendars to select available event calendars. Expand Customize
for individual selections. Choose a writable Default Calendar for new events. A read-only subscribed calendar
can be displayed, but its events cannot necessarily be edited.

Decide what blocks your time

The Affects Availability settings determine which calendars count toward open-time suggestions and conflict
checks. Reference calendars, holidays, or other calendars that do not represent your commitments can remain
visible while being excluded from availability calculations. This choice does not change an event's Show As
value.

Create and edit events

Use New Event, review the calendar, title, start and end, all-day setting, and any available details. Open an
existing event for Event Details and Edit. For recurring events, pay attention to whether an operation affects
one occurrence or future occurrences.

Calendar preferences

Open Calendar Settings for working hours, preferred focus times, and layout preferences. Working hours help
the planner offer useful slots; they do not move your existing events automatically.

Filters

Calendar filters can restrict lists, search content, or a date range. If an expected item is absent, review the
selected calendars and filters. Use Clear Filters before assuming the item was deleted.

Example: keep a holiday calendar visible but turn off its Affects Availability option. Your appointments still block
time, while a holiday reference entry does not consume the entire day in planning suggestions.
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09 | Plan work and review conflicts

TaskFlow's planning tools help you find time for work and review overlaps. Suggested schedules require your
review; they are not a guarantee that every real-world commitment is represented.

Find time for one task

Open Plan Time or an available Find Time action. Select the task and review its estimated duration, date
range, and available-time preferences. Choose Find Open Slots, then inspect the suggested time before

applying it.
Build a day plan

Use Build a Day Plan or Plan My Day, choose the work to include, and select Suggest a Day Plan. Review
the proposed schedule before saving. Check ordering, duration, and conflicts rather than accepting a plan
solely because a slot is open.

Conflict Checker

Open Conflict Checker, select a relevant date range, and refresh the results when needed. Possible
resolutions include editing a time, finding another time, or marking an event Free when that accurately
describes it. Some operations depend on whether the event's calendar is writable.

Dependencies and blockers

A task with unfinished dependencies may not be ready to work on. Add or remove dependencies in the task's
detail controls. In project lists, record a Blocked Reason and identify Next Actions to make the next practical
step clear.

Keep dates deliberate

Choosing Top 3 priorities does not assign due dates. Calendar selection does not move events. A planning
preview does not mean a change has already been saved. Read the confirmation or preview for each
operation.

Good practice: use realistic durations and leave breathing room between commitments. Calendar data can
omit travel, preparation, or commitments stored in an account you have not connected.
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10 | Notes in TaskFlow

Use Notes for information that should stay available without turning every sentence into a reminder. Notes can
stand alone or be linked to a task or event.

Create and organize

1. Open Notes and choose New Note.

2. Add a title and content.

3. Choose a folder or New Folder when you want to organize it.
4. Add tags and, if useful, link it to a task or event.

5. Save using the editor's save control.

Folders and tags serve different purposes. A folder gives a note a home; tags help group related notes across
folders. Pin notes you want to find quickly. Search and note filters can help find linked notes or unfinished
checklists.

Rich content

Use available formatting and checklist controls to structure text. Native notes also support drawings and
attachments. Photo and file attachments may require permission or a file selection. A drawing is edited in
TaskFlow, rather than in the browser.

Version history and recovery

Open a note's menu and choose Version History to inspect saved versions. Use Restore This Version only
after reviewing the version you want. The editor may retain a recovery draft after an interrupted edit; recover
useful text before discarding that draft.

Syncing

TaskFlow note syncing uses the app's iCloud flow. Settings > iCloud Sync > Sync Now is useful when
checking another device or preparing browser access. Allow syncing to finish before comparing versions.

Important distinction: TaskFlow Notes is not Apple's Notes app. Connecting iCloud does not make TaskFlow
notes appear in Apple Notes, and private notes are not automatically shared with people who share a
Reminders list.
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11 | Web Notes: start and work safely

Web Notes lets you read and edit TaskFlow note text in a browser at modcaststudios.app/notes. You can
also use Open Notes in Browser from the Notes menu when available.

First-time access

1. Open the current TaskFlow app on your iPhone or iPad while signed into your intended Apple Account.
2. Run Settings > iCloud Sync > Sync Now and allow the sync to complete.

3. Open the notes website and choose Continue with iCloud.

4. Authenticate with the same Apple Account used by TaskFlow.

5. Confirm that your notes appear before editing.

If the browser says the account needs preparation, return to TaskFlow and sync. The native app needs to
prepare note access first. Ordinary users do not need a CloudKit API token, a Cloudflare account, or
developer-console setup.

What you can do

Create and edit text notes; use headings, bold, italic, lists, checklists, quotes, and links; organize with folders,
tags, pinning, and search. Use the save status, explicit save controls, and refresh controls to confirm work has

reached iCloud.

Native-only content

Browser editing focuses on note text. Existing native drawings and attachment information are retained by the
sync flow, but drawing tools and browser attachment uploads are not part of this workflow. Return to TaskFlow
to manage that content.

Sample notes

Explore with sample notes is a demonstration. Sample mode is not your authenticated iCloud library and
should not be used as proof that your own notes are syncing.

Before leaving

Wait for a successful save indication. On a shared computer, sign out when finished. Resolve or download an
unsaved draft before agreeing to discard it.
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12 | Web Notes conflicts, drafts, and Trash

A conflict appears when your browser draft and the saved note have both changed. This can happen when you
edit the same note on your phone and in the browser, or keep multiple editing tabs open.
"This note changed elsewhere"

Compare Your draft with Other version, then choose: - Keep Both: retain the versions as separate notes so
you can compare and combine them later. - Keep Mine: use your browser draft as the version to retain. - Keep
Other Version: use the other saved version instead of your current draft. - Decide Later: postpone the
decision while preserving the current draft for that editing session.

When unsure, Keep Both is the easiest way to avoid losing a difference you have not reviewed. A conflict is not
automatically evidence that syncing is broken.

Failed or interrupted saves

Read the save message before closing the tab. Use Download Draft when offered to keep a Markdown copy
of unsaved text. Reload recovery may restore a session draft, but a session draft is not a replacement for a
confirmed iCloud save. Clearing browser data or ending a session can remove local recovery information.
Trash and Restore

Use the browser's Trash view to find trashed notes and restore them when needed. Treat Trash controls
separately from native delete actions; the two interfaces do not have identical recovery tools. Do not assume
that every permanent-delete action can be undone later.

Recovered notes

Concurrent native and browser edits may be preserved as separate recovered notes. Open both versions,
compare content, and retain the information you need before cleaning up extras.

Prevention: finish and save an edit on one device before switching to another. Refresh the browser after a
native sync when you want to verify the latest version.
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13 | Shopping: build a useful list

Choose the Shopping & Groceries layout for your shopping list. The list emphasizes item names and
quantities, with categories, stores, and prices when useful.
Add an item

1. Open the shopping list and choose Add Item.

2. Enter the item name and review its quantity and unit.

3. Choose a category and store if relevant.

4. Add an optional estimated price or substitute.

5. Save the item.
A default quantity is useful for a single purchase. Use a unit such as package or bottle when it clarifies what the
quantity means. You can edit individual items later without changing the entire list.
Set a default store
Open List Tools > Customize List or the list's settings and use Default Store. Choose an existing store or
Add Store. New items use the default, while existing items retain their stores. A selected store filter takes
precedence for new captures; always review the destination store in the editor.

Per-item stores
Change Store on an individual item when that purchase belongs somewhere else. For example, keep your
default grocery store while assigning hardware supplies to a hardware store.
Store chips and filters
Tap All Stores, a named store, or No Store to change the visible items. Favorites and other shopping filters
are available in Filters & Shopping Tools. Active filters are shown near the top; Clear Filters removes the store
and favorites restrictions.

Categories and aisle order

Use Categories & Aisle Order to arrange shopping categories. Categories can group purchases in a practical
walking order. When grouping by store, category information can remain useful within each store's items.

Tip: use consistent store names. Store choices help you reuse existing spelling instead of creating
near-duplicates.
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14 | Shopping: buy, estimate, and repeat

Shopping rows have larger purchase controls for easier use with one thumb. The main line emphasizes the
name and quantity; secondary information is reduced when the section or store filter already provides context.

During a shopping trip

Tap the completion circle when an item is purchased. Purchased items move out of the active list into the
purchased area. Reopen the item or use available Undo controls if you marked it by mistake. The finished state
reads All done shopping when the list's open work is complete.

Sticky estimates

The bottom summary remains visible while scrolling. It shows estimated total, remaining cost, missing-price
information, and budget information when configured. The total reflects the list scope and store filter; it is not
necessarily the total of every item in every store.

Prices and budget

Tap an item's price control to enter an estimate. Type the number normally, including a decimal separator when
you want fractional currency. Price entry no longer inserts decimal places automatically while typing. The
estimate is remembered for the matching item, store, and unit.

Set an optional budget in Customize List > Shopping Budget. Estimates use your current currency and
exclude tax. Missing prices can make the estimate lower than the amount you ultimately pay. Estimate
Missing Prices helps you work through unpriced items.

Buy Again

Suggestions from previous purchases appear beneath the add controls when available. Tap a suggestion to
open a prefilled item editor, review quantity and store, and save it. You can also use the main Buy Again
action. Suggestions depend on available purchase history; do not assume a deleted item will remain in the
suggestions forever.

Finish the trip

Use Clear Completed for purchased items or Clean Up Items for broader deletion choices. Review the
confirmation; deletion also affects the connected Apple Reminders list.

October 2026 + TaskFlow Studio 16



TASKFLOW 1.14 | USER'S GUIDE

15 | Shopping with other people

A shopping list can belong to a shared Apple Reminders list. Sharing is managed through Apple Reminders
and its account permissions, rather than by creating a separate TaskFlow shopping account.

Prepare a shared list

Open the intended list in Apple Reminders and use its sharing controls to invite the other person. After the
invitation is accepted, open TaskFlow and confirm the correct list is available. Each person needs access
through the account that owns or shares the list.

Shopper name

In Settings > Shopping, choose Your Shopper Name or Add Shopper Name. TaskFlow uses this name
when recording supported add and purchase activity. It is a display name, not an account login or an invitation
to share the list.

Coordinate stores and quantities

Agree on consistent store names and units. Use per-item Store for exceptions. Before adding another copy of
an item, check whether one already exists and whether increasing its quantity is the clearer choice.
Duplicates

Merge Duplicate Items can help consolidate matching shopping entries. Review quantities and item
differences first: similarly named products may have different units, stores, or purchase purposes.

Be deliberate about deletion

Clearing completed or deleting items changes the actual Reminders list, so other participants can see those
changes through syncing. Filtering the list only changes the view; deletion changes the data. TaskFlow's Clean
Up screen includes items hidden by view filters, so inspect its count before confirming.

When changes do not appear

Confirm that both people are viewing the same shared list. Check Reminders itself, account connectivity, and
syncing before creating duplicate replacement lists. Some app settings are different from the shared reminder
content.

Tip: use a recognizable shopper name and keep your store choices simple. The easier the list is to understand,
the less coordination it requires.
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16 | Watch Later: save and choose

Use Reading & Watch Later for saved movies, shows, videos, articles, and other media. A list named Watch
Later can receive this layout through the setup suggestion, or you can choose it manually.
Save a title or link

Use Save Link, enter or paste the link, and review the title. Choose an optional streaming service and add a
note if useful. Save immediately; missing previews may be fetched afterward. From another app, use its Share
menu to send supported content to TaskFlow.

Streaming-service choices

Previously used service names are offered alongside the built-in choices. In Edit Media, select Streaming
Service or enter another service. Link entries can also carry provider names, a country, and subscription or
availability notes. A selected service is your saved context, not a live availability guarantee.

A more visual list

Watching items appear under Continue Watching, ahead of Saved for Later. Completed media appears in
Finished. Posters use a consistent small size and show a clean fallback when artwork is unavailable. A
compact service badge keeps the row readable.

Open and watch

Tap a title or poster for details. Use a saved watch link to open its destination. If multiple links are saved,
choose the provider from the watch menu. Use Episodes directly on a tracked show's row to open episode
tracking.

Filters and artwork

Filter by media type or saved service. Active filters are shown with Clear Filters. If a preview fails, use Retry
Preview or the artwork tools in details. Some shared links may not contain enough metadata to identify a
specific release.

Tip: confirm the title, year, and format before combining similar entries. Different releases can share the same
name.
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17 | Match a show and track episodes

Episode tracking uses a matched show catalog. Saved links alone do not guarantee that a show is matched to
the correct season and episode information.

Match the show

1. Open Match Show from the list, or Match Show & Track Episodes from its detail screen.

2. Search for the title.

3. Compare the results and choose the correct show.

4. Check the show name and known seasons before recording progress.

Searching sends the title to TVmaze. Catalog information may include artwork, descriptions, cast, episode
numbers, and release dates. Replacing an existing match resets that match's episode progress; read the
confirmation first. Personal notes and saved links are retained by the replacement workflow.

Your next episode

A tracked row shows Next: S2 E4, for example, and a small progress bar for the relevant season. The bar
counts watched episodes against the known episodes in that season. Catalog information can be incomplete or
change when refreshed.

Watched Episode

Choose the prominent Watched Episode button to mark the current released episode watched and advance to
the next eligible episode. The secondary Episodes button opens the full tracker; Episode Progress contains
correction and catch-up tools.

Season endings

After the last known episode in a season is marked through the quick action, choose whether to start the next
known season, wait for more episodes, or mark the series finished. Finishing the last known episode does not
automatically require you to finish the whole series.

Unknown or future releases

Future or unknown release dates can limit which episodes are eligible for watched actions. A missing release
date is not proof that a show has ended. Refresh Show Information when the catalog appears out of date.
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18 | Correct progress, catch up, and avoid
spoilers

Open Episodes on the main list row. The tracker places the relevant season first and expands it; other seasons
are collapsed. Show descriptions are below the episode lists under About the Show.

Correct your next episode

Open Episode Progress > Change Season / Episode and choose the episode you want next. The
confirmation text explains that progress after the chosen point will be cleared. This is useful if you advanced too
far or started tracking from the wrong position.

Catch up in one step

Choose Episode Progress > Watched Through and select your last watched episode. Released episodes
through that point are marked watched, instead of requiring you to tap each one. This action adds watched
progress; changing the next episode is the option for moving backward.

Undo an accidental action

Use Undo Episode Change while it is available in the progress menu, or the tracker's available Undo action.
Undo refers to the most recent supported action; a later edit can replace it. Check the resulting next episode
after undoing.

Individual and season controls

Expand a season to mark or unmark individual episodes. Mark Released Season Episodes Watched handles
the released portion of a season. Future episodes are not included simply because they are listed.

Spoilers stay hidden

Episode rows show their number, runtime, and available release date. Episode names and descriptions are
behind Episode details. Expand that control only when you want the details.

A useful distinction

Caught Up means there is no currently eligible unwatched episode in the known schedule. Finished is the
status you choose when you are done with the series. Refreshing a schedule can reveal new work without
changing what you already watched.
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19 | Upcoming releases and optional alerts

From Watch Later, open Upcoming Releases to review known scheduled episode releases. Treat these dates
as catalog information rather than confirmation that your chosen streaming service will carry the episode in your
country.

Release reminders

Open the show's Episodes screen and enable Release-day Notifications when you want alerts. If notification
access is needed, TaskFlow requests it. Leave the toggle off to track episodes without reminders.

When alerts are enabled, review the time of day, advance-reminder choice, and sound setting. Advance
reminders depend on a known exact air time. When no exact time is available, the configured release-day time
is used instead.

One release day, multiple episodes

TaskFlow groups releases to avoid sending a separate alert for every episode in a full-season batch.
Known-date alerts are scheduled from the saved show information. Unknown dates cannot generate a reliable
release reminder.

Notification actions

Where offered, a notification can let you mark an episode watched or snooze it. Read the episode identity
before using the action. The app checks the matched show and eligibility; it does not treat a future episode as
watched merely because a notification exists.

Add a release to Calendar

Use the available add-to-calendar action from Upcoming Releases if you want a calendar entry. Review the
event preview, calendar, and all-day or timed setting before saving. A calendar entry and a release notification
are different choices.

Keep schedules fresh

Use Refresh Show Information or the available refresh gesture. Background refresh and notification delivery
depend on iOS, permissions, account connectivity, and current catalog information. Open TaskFlow periodically
rather than relying on background updates alone.

Tip: use alerts selectively for shows you actually follow. A quiet Watch Later list can still track progress
perfectly well.
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20 | Projects, chores, packing, and routines

Specialized list layouts make different kinds of work easier to review without replacing the underlying
reminders.

Projects & Work

Use sections to group work, milestones to show progress toward a result, and Outcome to describe success.
Record a Blocked Reason when progress depends on something else. Mark useful Next Actions so you can
find actionable work across projects. A columns view is available where supported; tasks can be moved
between project sections.

Household & Chores

Group items by room and add instructions. Seasonal information helps distinguish occasional work from
everyday chores. If you use repeat settings, check the next occurrence and any available last-completed
information after finishing an item.

Packing & Travel

Add the trip name and travel dates in list settings. Use quantities and categories, mark essentials, and choose
among Not Prepared, Prepared, and Packed. Still to Pack narrows the list when preparing to leave. Starter
or custom templates help avoid rebuilding the same packing list for each trip.

Routines & Checklists

Use Step Order and sections to arrange the sequence. Instructions describe what to do; Timer Minutes can
provide a timed step. Complete & Next moves the routine forward. A started timer can use a Lock Screen
activity and an alert; review permissions when those features are not visible.

Templates and repeated runs

Create or edit a template under List Tools > Templates. Review its items before starting. When a list supports
separate runs, Show Previous Runs controls whether earlier work is visible. Hidden previous runs are not the
same as deleted items.

Tip: use the simplest layout that makes the next action clear. A short routine often needs only titles and step
order, while a complex project benefits from sections and blockers.
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21 | Bills, errands, and appointments

These layouts are useful for work that needs context beyond a title.

Bills & Renewals

Record Amount, Currency, Provider, Payment Link, and relevant renewal, notice, or cancellation deadlines.
Use Unpaid, Paid, or Canceled to reflect the outcome. Keep a payment confirmation when helpful.

Open totals are grouped by currency; do not interpret them as an exchange-rate conversion. Review the
due-date and deadline reminder settings. Deadline Reminders are available in list customization, and
notifications still depend on permission and valid dates.

Errands

Add Destination, Opening Hours, and Before Leaving information. A linked shopping list can connect an errand
to its purchases. When using a location alert, select an actual location search result; text alone may not supply
the coordinates needed for an arrival or departure trigger.

Check the destination and hours before travelling. A stored opening-hours note is not a live business-hours
lookup.

Appointments & Follow-ups

Use Contact and Preparation before the appointment, Questions during it, and Outcome afterward. Add a
Follow-up Date for the next action. You can hide fields that are not useful through list customization.
Tasks and events together

Use a calendar event to reserve the appointment time, and reminders for preparation or follow-up. Linking a
note to the task or event helps keep supporting information nearby, but the two records do not automatically
become the same item.

Example: create an appointment event, add a preparation reminder for the day before, and record the outcome
in a linked note. Afterward, set a follow-up reminder instead of repeatedly editing the original appointment title.
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22 | Search, tags, smart lists, and bulk changes

Use search and organization tools when your workspace grows beyond a few lists.

Search and filters

Search from the main Search area or the search field in a list. Some task views let you choose a search scope
and type #tag. Search text and filters can act together; clear both when a result seems unexpectedly absent.
Tags

Add tags in task or note editors. Manage saved tags in Settings, where available rename and delete actions
help keep the collection tidy. Tags can connect related work across separate lists without moving the items.
Smart lists

Choose New Smart List and define rules for status, priority, due date, tag, or list. All rules (AND) requires
each rule to match; Any rule (OR) includes items matching at least one rule. A smart list is a view of matching
tasks, not a new place to store copies.

Bulk actions

Use Select Tasks in the main task actions, or Select Items in supported specialized lists. Select the items you
want and choose the available bulk action: completion, dates, moving, tagging, editing list fields, or deletion.
Review the selection count before applying a change.

Move versus view

Moving a task changes its owning list. Changing a filter, smart-list rule, sort order, or view mode changes what
you see. If you only want a temporary view, use filters rather than moving or deleting records.

Undo

Use the available Undo control soon after an accidental supported edit. A later action can replace the most
recent Undo. For important bulk edits, inspect a few resulting items before continuing with other changes.

Example: create a smart list for high-priority tasks due soon, then keep the tasks in their original work and
household lists.
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23 | Widgets and the Lock Screen

TaskFlow widgets put selected information within reach without opening the full app. Available choices include
task and agenda views, quick capture, smart-list views, shopping, media or episode views, and pinned notes.
Add and configure

Use your device's Home Screen widget controls, choose TaskFlow, select a supported size, and add the
widget. Touch and hold it and choose Edit Widget when that configuration is available. Review the chosen list
or note rather than assuming every widget uses the same default.

Shopping widgets

Choose a Shopping List, an optional Store, and Maximum Items. The selectable limit is up to 10. An XL
shopping widget is capped at 10 items; smaller widgets or larger accessibility text may display fewer items
because of space. The limit controls displayed rows, not the number of purchases allowed in the list.

Smart lists and media

Smart-list widgets can offer list selections, maximum items, and completed-item options. Media widgets can
use a selected list or the automatic share-extension destination. Episode-related widgets use tracked shows
and available release information.

Pinned notes

Choose a note in a supported pinned-note widget. Checklist-related options can hide completed entries. Keep
sensitive information in mind before putting a note on a screen others may see.

Interactive actions

Use completion or episode actions when offered by the widget. Open TaskFlow to verify a change or
troubleshoot an unavailable list. Widget refresh is controlled partly by the operating system and is not
guaranteed to happen instantly after every remote edit.

Live activities

TaskFlow offers settings for today's tasks on the Lock Screen, and routine timers can use Live Activities.
Device support, system settings, and current activity state affect visibility.
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24 | Clean up without losing track

Every reminder list has Clean Up Items in its list or More menu. Use it when you want an explicit selection and
a count before deletion.

Three deletion choices

* Delete Completed: remove completed items in that list.

* Delete Selected: choose individual items and remove the selection.

* Delete All Iltems: remove the list's items while retaining the list itself.

The cleanup screen includes items hidden by list filters. Selecting a parent includes its subtasks, and the
confirmation count includes those included items. Read the count and message before confirming.

What deletion affects

These actions delete actual Apple Reminders records and can sync to other devices and people sharing the
list. Clearing a filter merely changes the view; deleting items changes the list data.

Undo promptly

The cleanup screen offers the available Undo after a supported deletion. Use it before performing unrelated
edits that can replace the latest Undo. Check the result after restoration, especially if you removed several
items.

Shopping cleanup

Clear Completed is also available for purchased shopping items. It works within its displayed shopping scope;
the broader Clean Up screen is a different route that includes items hidden by view filters. Choose the route
that matches your intent.

Media cleanup

Marking a series Finished is not deletion. Keep finished media when you want a record of what you watched.
Use cleanup only when you intend to remove the entries.

Notes have separate controls

Web Notes offers Trash and Restore. Native notes have their own deletion, recovery, and history tools. Do not
assume that reminder-list cleanup will manage notes, or that every delete action provides the same recovery
path.

Good practice: select a few items first and inspect the count. Use Delete All only when you really want an
empty list.
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25 | Appearance, access, and everyday
reliability

Settings collects permissions, appearance, task display, defaults, calendars, shopping identity, share
destinations, notifications, tags, and sync controls.

Make the app comfortable

Choose an appearance and theme when offered. Adjust Task Density, grouping, sorting, and Show Completed
Tasks to suit the way you review work. Customize Today and specialized list fields independently rather than
expecting one display setting to govern every screen.

Larger text

The app adapts to accessibility text sizes by rearranging some controls. A widget or row may show fewer
details or items to preserve readable text. A different arrangement is not necessarily missing functionality; open
the full item or menu for additional controls.

Accounts and sync

Tasks and events follow their Reminders and calendar accounts. TaskFlow notes and supported app
information use TaskFlow's iCloud sync. Sync Now is useful for notes and app information, but it is not a
universal reset button for every connected calendar provider.

Offline expectations

Previously loaded information may remain visible when connectivity is unavailable. Check save or error
indicators before assuming edits reached another device. Browser drafts can preserve unsaved text for
recovery, but browser storage is not a substitute for a saved iCloud copy.

Shared devices

Sign out of Web Notes on a shared computer. Choose carefully before displaying sensitive note content in a
widget or sharing a task or attachment through system sharing controls.

A simple maintenance routine

Occasionally clear obsolete filters, review default destinations, refresh show schedules, and remove unused
tags or completed list entries. Keep a few important notes pinned rather than pinning everything. Update
TaskFlow when a guide feature is absent from an older installed build.
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26 | Troubleshooting and quick reference

My list or task is missing

Check Reminders access, the owning account, and whether the item exists in Apple Reminders. Clear search
and filters, inspect completed items, and check the selected list. A shared list may require an accepted sharing
invitation.

A calendar event is missing or cannot be edited

Check selected calendars and Calendar permission. Use Customize to include the intended calendar. Confirm
that the calendar is writable before trying to edit or create an event there.

An alert did not appear

Check system notification permission, TaskFlow's notification settings, the actual alert configuration, and
whether the scheduled time is still in the future. For episodes, verify that alerts are enabled and a release date
is known. System delivery can also depend on device settings.

Web Notes will not open my notes

Use the same Apple Account as the native app. Open the current TaskFlow app, run Sync Now, wait for
completion, then retry Continue with iCloud. If a save fails, preserve or download the draft before closing the
browser. A sample-notes session is not your iCloud account.

Shopping totals or items look wrong

Check the store filter, quantities, units, and missing-price count. Estimates exclude tax. Clear Filters to inspect
the wider list. Default Store affects new items; it does not rewrite existing stores.

Episode progress is wrong

Confirm the matched show, open Episodes, and use Change Season / Episode or Watched Through. Use
Undo immediately after an accidental supported action. Refresh show information for missing catalog episodes;
review unknown release dates before assuming the series is finished.

Quick routes

* Daily priorities: Today > Top 3 Today > Manage.

» Shopping default: List Tools > Customize List > Default Store.

* Episode correction: Episodes > Episode Progress.

* Browser notes: Notes menu > Open Notes in Browser.

* Cleanup: List Tools or More > Clean Up Items.

» Permissions and syncing: Settings.
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27 | Glossary and daily workflows

Useful terms

Task: a reminder stored in a Reminders list. Event: a calendar entry with a time or all-day date. List type:
TaskFlow's layout and fields for a reminder list. Smart list: a rule-based view of tasks. Template: a reusable
set of list items. Due date: when work is expected. Alert: when you are notified. Caught Up: no currently
eligible unwatched episode in the known schedule. Finished: media you have chosen to complete. Draft: work
not yet confirmed as saved. Recovered note: a preserved version from a conflicting edit.

A calm morning

Open Today, check your events, choose up to three priorities, and triage Focus Next. Use planning tools only
for work that genuinely needs a time slot.

A shopping trip

Open your grocery list, choose the store chip, review quantities, and purchase items with the large check-off
control. Watch the estimate and missing prices. Finish with Buy Again or a deliberate cleanup of purchased
entries.

An evening of viewing

Open Continue Watching, confirm the next episode, and use the saved service link. After watching, tap
Watched Episode. At a season ending, choose whether to continue, wait, or finish. Use Episodes for correction
rather than creating a duplicate show.

Working across phone and browser

Save your native note, run a sync when needed, and open Web Notes with the same Apple Account. Wait for a
saved indication before switching devices. When a conflict appears, compare both versions and keep both if
you are unsure.

About this guide

This edition was prepared from the TaskFlow 1.14 workspace and the October 7, 2026 feature updates. It
describes user-facing workflows, not developer deployment steps. Exact menu presentation depends on the
installed build and device. The guide does not establish App Store publication or promise immediate
background synchronization.
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