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DISCLAIMER

This guide describes Weekdial as it worked at the time of writing. Weekdial is
updated regularly, so some screens, wording or limits may differ from what you
see. Where this guide and the product disagree, the product is correct.

This guide is provided for instruction only. It is not a contract and it does not
change the terms you agreed to when you installed Weekdial or bought a plan.
The Terms of Service and Privacy Policy at weekdial.app govern your use of
Weekdial, and they take precedence over anything written here.

Prices, plan limits and features are those in effect at the date of this edition and
may change. weekdial.app/pricing always shows the current position.

Google Chrome, Google Workspace, Slack, WhatsApp, Telegram and Stripe are
trademarks of their respective owners. Weekdial is not affiliated with, endorsed
by or sponsored by any of them.


https://weekdial.app/pricing
https://weekdial.app/

ABOUT THIS GUIDE

Weekdial puts your team's whole week on one dial, in a side panel beside the
work you're already doing. This guide takes you from installing it to running a
shared week with your team.

You don't need to read it end to end. Module 1is the only part everyone needs
— five short sections that leave you able to run your own week. Everything after
it is there when you want it.

Module 4 is the one to read before you invite anyone. Sharing a workspace
works differently from keeping your own, and a few minutes there saves most of
the questions people ask later.

Module 7 is the page to come back to when something doesn't look right.

There are short videos for every section in this guide at weekdial.app/resources.

If something here isn't clear, tell me — support@weekdial.app.
| read every message myself, and the next edition is better for it.
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Module 1 - Introduction
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1 - What Weekdial is
-~ 71 Weekdial — Dial in your week ] X
1 Weekdial How it works ~ Why Weekdial ~Features  Pricing

A week§1alTeam Weekdial Te v  AaronBl “

026-WA0 - 28 Sept

Your team's whole
week. One clear
d ia l. Week Goals Projects Settings

+ Generate tasks Share week
JYB rPending  Done Ve : RO RO
» -

THIS WEEK (MO SET DAY

Weekdial keeps your team's tasks, goals and progress visible
right beside the work you're already doing — so everyone

knows what needs to get done, and how far along you are.

ASVL am a

No bloated dashboard. No board everyone forgets to update. Just one
focused week your whole team can see. @) :"‘:'f"‘"’t‘"s"“‘i"‘-‘ alendar R\ x

Install Weekdial free

Free for one workspace, with no account. Works in Chrome, Edge, Brave and other

O Creal day & Tuesday posts e
See plans & pricing Dani o v

D E:]glage: re:l.y to comments & DMs @ N X

Chromium browsers.
O Create Wednesday-Friday posts @ N X

Leo Fischer

O Record 2 short-form videos @‘ N X

Priya Nair

€Eross-postto-aii-channels @)
N

() Weekly analytics review .5 N

Goal Any v Nop v Aarc v dd/mmlyyyy, -8

Weekdial is a compact productivity tool that gives teams one clear picture of the week — what
needs to get done, who owns it, and how far you've come, without adding another complicated
system to manage.

It is a Chrome side panel that holds your team's week. Tasks, goals, and a dial that fills as work
gets done — open beside whatever you're already working on, closed again in one click.

It isn't a project manager and it isn't trying to be. It answers one question, the one most teams can't
answer on a Wednesday afternoon: where does the week actually stand?

You can use it entirely on your own, free, without an account. Or you can share a week with
your team and everyone sees the same board.

Whether you are a small team, an agency, a family coordinating a household, an
organisation looking to align various smaller teams, a student collaborating on projects,
Weekdial gives you the control, confidence and the much needed visible weekly progress.

2 - Installing Weekdial

Weekdial installs from the Chrome Web Store in one click. It works in Chrome, Edge, Brave and
other Chromium desktop browsers. Not phones or tablets — it lives in the browser's side panel, which
desktop browsers have and mobile ones don't.

Go here<~ Install Weekdial Free on Chrome Web Store and click on “Add to Chrome” button, to



https://chromewebstore.google.com/detail/fmfchammliilaemmlfhhbdobhonjjdcd
https://chromewebstore.google.com/detail/fmfchammliilaemmlfhhbdobhonjjdcd

install Weekdial into your Chrome browser.

Discover Extensions Themes

Weekdial — Dial in your week

< Share

Extension Workflow & Planning 4 users

) Weekdial

Dial in your week.

Your team's whole week

< on every page, One click
to open, one glance to
understand.

Install it from the store, not from a file someone sends you. A store installs updates itself; so you
can be sure of getting new versions as soon as they are released.

After installing, pin it: click the puzzle-piece icon in Chrome's toolbar and pin Weekdial so its icon
stays visible.

Extensions

]

These extensions can see and change

Full access

information on this site.
Weekdial — Dial inyour... ~ 3{
No access needed

These extensions don't need to see and change
information on this site.

& Application launcher for... l}l

@ Manage Extensions




3 - Opening and closing the panel

Two ways in, and you'll settle on one.

C % en.wikipedia.org/wiki/List_of_water_sports () Ask Google  ¥¥

= WIKIPEDIAE’ l Q_ Search Wikipedia | Search ‘ Donate Create account Log in

25 years of the free

2 - Toolbar Icon

List of water sports ¥, 3languages v
Contents  hide Article  Talk Read Edit View history : Appearance  hide
(Top) From Wikipedia, the free encyclopedia Text
On the water " " . soon " o .
Water sports" redirects here. For sexual activity involving urination, see urolagnia. O small
In the water
A This article includes a list of references, related reading, or external links, but its sources O standard
Recreational diving ; remain unclear because it lacks inline citations. Please help improve this article by O Large
‘_‘J introducing more precise citations. (November 2019) (Learn how and when to remove this
Underwater sports Width
message)
See also
° Standard
References Water sports or aquatic sports are sports activities conducted on =
waterbodies and can be categorized according to the degree of O wide >
3
immersion by the participants. Color =
(O Automatic
On the water [edt)
O Light
For a more comprehensive list, see List of surface water sports. O park
 Boat racing, the use of powerboats to participate in races
« Boating, the use of boats for personal recreation 1
i . . . 1 - Slide Button
« Bodyboarding similar to surfing, it involves catching a wave aboard a 7 =
3 . . ) i A variety of water sports; from top left: diving, surfing, )
floating board — only this platform is made primarily of foam. water polo, synchronized swimming, swimming, rowing,
« Cable skiing, similar to wake boarding but with cables for artificial yacht racing, dragon boat racing, kayaking.
maneuvering
» Ganoe polo combines boating and ball-handling skills with a contact team game, where tactics and positional play are as
important as the speed and fitness of the individual athletes.
« Canoeing is an activity which involves paddling a canoe with a single-bladed paddle. Most present-day canoeing is done as or
as a part of a sport or recreational activity.
« Canyoning is a sport that involves traveling through canyons using a variety of techniques, such as walking, scrambling,
climbing, jumping, abseiling (rappelling), swimming, and rafting
« Dragon boat racing, teams of 20 paddlers racing the ancient dragon boat y

Method #1 - The slide button.
A small tab at the right edge of every page. Click it and the panel slides out; click it again and it
closes. It shows your week's percentage, so you get a glance at progress without opening anything.

Method #2 - The toolbar icon.
Click the Weekdial icon in Chrome's toolbar.



The slide button can be moved up or down — drag it. Its label, colour and position are yours, and you
can turn it off entirely in Settings if you'd rather use only the toolbar icon.

Weekdial Team
2026-W40 - 28 Sept

Weekdial Te v Aaron Bl v

@f 14% 50%

of 7 done 1 of 2 goal

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Projects Settings

Slide button label (short) Slide button badges

WD TASK Week % only

+ Show slide button on pages




4 - Your first tasks

| ]

& Weekdial Team
-’ 2026-WA0 - 28 Sept

Weekdial Te v AaronBl v

{ 14% 50%

9 1 of 7 done 1 of 2 goal

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Projects Settings

4+ Generate tasks Share week

L All Pending Done

S
ES
THIS WEEK (NO SET DAY)

O Plan the week's posting calendar
Aaron Black

Create Monday & Tuesday posts

Daniel Okafor

Engage: reply to comments & DMs
Emily Carter

Create Wednesday—-Friday posts

Leo Fischer

Record 2 short-form videos
Priya Nair

Cross-post to-all channels

() Weekly analytics review

a

uwlg Goal v Noj v Aarc v dd/mm/yyyy, —-:00

At the bottom of the panel there's a bar where you type. Enter a task, pick a day, and press the +
button. That's it.

You can also set a person, a project, and a deadline — but none of those are required, and on your
first day you should ignore them. Three tasks with a day each is a real week.




In a hurry? The ¢+ Generate tasks button offers six ready-made starter packs — Weekly Ops,
Content Sprint, Social Media Week, Client & Customer Care, Planning & Alignment and Deep Work
Push — so you can fill a week in a click and edit from there. On a shared board the generated tasks
are spread across your team automatically, so reassign anything that landed on the wrong person.

5 The dial

Weekdial Team
2026-W40 - 29 Sept

Weekdial Tez ~ Aaron Bl v

63% ) [ 67%

W5 of 8 done

N

. 4

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Projects Settings

4+ Generate tasks Share week

D -

TUESDAY

ina-With Gli

This is the part worth understanding, because everything else hangs off it.

Every task is a segment of the ring. Five tasks, five segments. Tick one off and its segment
lights up and the percentage climbs.

That's the difference between Weekdial and a list. A list tells you what's left. The dial tells you how
far through the week you are — at a glance, from across the room, without reading anything.

When everything is done, the ring completes and you get a moment of celebration. On a shared
board, everyone gets it, and everyone who completed something that week is named.



Module 2 - Your own week

6 - Days, owners and deadlines

v Aaron Black

Daniel Okafor
Emily Carter

Leo Fischer T
Priya Nair 2

10
| Aaronl | dd/mm/yyyy, --:0
17
26 27
3 4
10 N

Today

Anyda ~ Noprof v Aaron| v | dd/mm/yyyy, --:0

Every task can carry three optional things.
A day - which day of the week it belongs to. Tasks group under day headings so the week reads top to bottom.
An owner - who's doing it. On your own board that's you; on a shared one it's whoever you assign.

A deadline - a date and time. Weekdial reminds you when it's approaching or passed, whether or not the
panel is open.

4+ Generate tasks Share week
Al Pending Done ﬁ. ',":,’]‘ @ ﬁ) 'ﬁ)
;

TUESDAY

Setup A Meeting With Client
@ due Tue 10:00 Aaron Black

THIS WEEK (NO SET DAY)

Plan-the weeld's pestingealendar

None are compulsory. A task with nothing but a title is still a task, and still a segment on the dial.



7 - Completing and undoing

ial — Dial i s
gL | Harvard Q Weekdial — Dial in your week XX
Business .
SChOOI J» Weekdial Team Weekdial Tez v  Aaron Bl v
=" 2026-W40 - 29 Sept
Online More v

Dial Updates

Entrepreneurshif | _ |
& Innovation L} r Projects Team Settings

J

Excel in entrepreneurship and innovation ‘ = \\ K OEIAES e
by learning how to assess new business 3 Yy — 17 ) pending | Done . (B RO /Y
opportunities, harness innovation, and . / W = .
. . . i
transform your idea into a viable venture. N & = E . i
00 ’/i jefede] = 2 TUESDAY
o
Requestinfo > Setup-A Meeting With-Client
Mark a task
THIS WEEK (NO SET DAY)

(o) : 20 : !70 . :
Acquired new skills that Developed increased Transitioned to a new
were immediately confidence after industry or field Ereate-Monday-&Tuesday posts

applicable completing their course
Engage:reply to-comments-&DMs
Harvard Business School > HBS Online > Subjects > Entrepreneurship & Innovation

O Create Wednesday-Friday posts
Le her

Confirmation: In-Panel Notification

Z)) Setup A Meeting With Client
Done by Aaron Black

Individual Courses

Anyday v Noproj - AaronB v dd/mm/yyyy, --:83
Marketing Digital Transformation & Al

Click the circle beside a task to complete it. The row softens, the segment lights, the dial climbs — and
you get a small confirmation, with a sound if you've left sounds on.

Click it again to un-complete it. Nothing is lost; the dial simply goes back down.

Deleting is separate, and it's the x at the end of the row. Deleting removes a task from the week entirely, so
the dial recalculates as though it was never there.



8 - Goals

Weekdial Team Weekdial Tez ~+ AaronBli v
2026-W40 - 29 Sept

of 3 goal

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Week e Goals Projects Settings

Weekly goals — the bigger outcomes tasks roll up to.

Attend UN-Meeting

{

| O Climate Change Webinar

Leo Fischer

|

\

€all- The- €EO

Goals are the bigger outcomes of the week — "ship the launch page", "close the Ellis contract" — as
opposed to the individual jobs that get you there.

They live in their Goals tab, they can carry owners and deadlines like tasks, and they have their own dial,
shown beside the tasks dial.

Note: Ticking tasks does not move the goals dial. Goals are tracked independently, on purpose. A
goal is done when you say it's done — not when some number of tasks happen to be finished.
Two dials, two separate questions: how much work got done and how much actually got
achieved.



9 - Projects and filters

Projects group related work — a client, a launch, a workstream. Assign a task to a project and you can then
see only that project's work.

3} Weekdial Team Weekdial Tez v+ AaronBli -

- 2026-W40 - 29 Sept

67%

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Week Goals Projects Settings

What this workspace is focused on this season — tag tasks to a project from the add bar, and/filter the week by it with the chips.

@ New Office: New York
0/0 done this week

Filters sit above the list:

e All/ Pending | Done — by status
e Everyone, or a single person
e Project chips — by project

j} Weekdial Team Weekdial Tez v  AaronBl v

=’ 2026-W40 - 29 Sept

63% 67%

k of 8 ::'3:}"

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Projects Settings

4+ Generate tasks Share week

Pending Done J L @ ‘_."?r @ @ @ 7 (NewOfﬁce: NewYork)
I

They combine. Pending + Aaron + Launch shows you exactly what Aaron still has to do on the launch, and
the report you generate will respect that same view.




10 - This week, and what came before

\73 Weekdial Team Weekdial Tez v  AaronBl
e 2026-W40 - 29 Sept

67%

% of 8

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Projects Settings

+ Generate tasks Share week
@ Pending Done @ [ :l. @ @ @ (New Office: New York)
D
Weekdial shows this week. Not last week, not next week — the one you're in. That's deliberate: the whole

product is built around one question, where does this week stand, and a week you can browse away from
stops being that.

You still see where you came from. Above the current week sits a single line — "Last week: 100% tasks
(9/9)" — so the week starts with context rather than a blank slate. If you'd rather it didn't, you can hide it in
Settings.

s?} Weekdial Team Weekdial Tez v AaronBli -
-~ 2026-W40 - 29 Sept

67%

® WEEK TASKS ® GOALS

Week Goals Projects Settings

+| Hide the "Last week” score line under the dials

Unfinished work isn't stranded. When the new week begins, Weekdial offers to carry anything incomplete
forward. You choose.

PE -
u Bring 1 goal from last week into this week

MONDAY

Declining applies to this week only. Next Monday it asks again. Nothing is deleted by saying no, and nothing
is lost by ignoring it — the work is still there.




Module 3 - Making it yours

11 - The weekly note

‘” !Meef(?ia!Team Weekdial Tez ~  Aaron Bk

dial Team Weekdial Tez ~  AaronBli

Week G = 5 ‘eam Settings.

B~ Note spokesperson — whose profile & a shows on the weekly note pop

Aaron Black — C

Weekly note from leadership — pops for the team at the start of the week

Hey Team! Big Week Ahead of Us [» <

+ Generate tasks Share week

D ( New Office: New York |

R

& Aaron Black — CEO
Hey Team! Big Week Ahead of Us [a

One message, pinned to the week, seen by everyone on the board — "we're closing Friday", "focus is the
launch this week".

It appears when someone opens the board, and it can be recalled any time from the 4\ chip in the Week tab.

The note belongs to the week. When the week ends, it goes with it — so next week starts clean instead of
carrying last week's announcements.

In the settings tab > enter the weekly leadership note and select the note spokesperson from the drop down
list.

12 - Templates

If your weeks have a shape — the same Monday review, the same Friday report — save that shape as a
template and apply it to any week in one click.

Applying a template never destroys what's already there. It adds; it doesn't replace. So you can apply a
template to a half-built week without losing the half you built.

Templates live alongside the ready-made starter packs behind ¢+ Generate tasks.

To save your week template > Click on the Generate tasks button > Click save this week as a template
> Give your week template a name > Ok



The extension Weekdial — Dial in your

week says

Generate a week
Template name (e.g. Launch Week):
Pick a template — tas

Weekdial Weekly Tasks Template
Content Sprint

Cancel OK

Client & Customer Care

Planning & Alignment Deep Work Push

Your templates

No saved templates yet — build a week, then save it here to reuse.

m Save this week as a template

Go to “Your templates” and find your template, click to load the tasks from inside the template.

Generate a week of tasks

Pick a template — tasks are spread across the week and assigned round-robin to your team.

Weekly Ops Content Sprint

Social Media Week Client & Customer Care

Planning & Alignment Deep Work Push

Your templates

Weekly Tasks
11 items — tap to load into this week

m Save this week as a template




13 - Timezones

Projects Settings

Emily Carter
nar € e

1 assigned - 0 completed this week

Leo Fischer
? 11 Indian/Cocos

1 assi hcos (GMT+6:30)

Indian/Comoro
Comoro (GMT+3)

Priya M

1 assi

Asia/Kolkata
India (GMT+5:30)

Weekdi

bt America/lndianapolis Sign out

Indianapolis (GMT-4)

Indian/Kerguelen
Nadeem Rahmz Kerguelen (GMT+5) Assistant Developer

Americafindiana/Knox _ Any email address works — Google, Google Workspace, or any other.

Tap \ to edit name, role & timezone in a proper form (rename "Me" to your real name!), #= for avatar, % for admin. Due times you set for
a teammate are read in *their~ timezone.

Weekdial sets a timezone per teammate, in the Team tab

When you add someone, there's a timezone field: start typing a city and pick from the suggestions. You can
change it later with the “._ button beside their name. Leave it blank and Weekdial simply uses that person's
own computer time.

Here's why it's worth filling in. A due time you set for a teammate is read in their timezone, not yours. Give
Priya in Kolkata a Thursday noon deadline and it means noon for her.

And the task shows both. On the board it reads "due Thu 12:00 their time - yours 07:00" — so you can
see their deadline and what it means for your own day, without doing the arithmetic.

On a shared board this is the difference between a team that coordinates and one that keeps missing
each other. Nobody converts anything in their head, and nobody misses a Thursday deadline because it was
already Friday somewhere.



14 - Notifications and sounds

Projects Settings

Notifications & pops
+ Master switch — celebrations, reminders, pops & all sounds

Warnings about your workspace, like changes not syncing, still appear.
+| Show the Done pop (avatar card) when tasks are completed

[ Hide the "Last week" score line under the dials

+| Celebrate teammates — pops, confetti & sound when others complete tasks (synced workspaces)

+| Daily reminder when pending tasks are overdue
+ Once-a-day greeting nudge ("Good moming — time to dial in")

« Show the weekly leadership note pop

Weekdial is quiet by default and everything is adjustable.

Deadline reminders when a task's deadline approaches or passes
A daily reminder for overdue work, optional

The Done pop — a small card when someone finishes something
Confetti at 100%

Sounds — a choice of chimes, with a volume control, or off

Your own sound. You can upload a sound effect of your own — 3 seconds or shorter and under 300 KB. It
stays on your computer and isn't shared with the team, so everyone can hear whatever they like.

The master switch turns off celebrations, reminders, pops and all sounds in one go. One deliberate exception:
warnings about your workspace — like changes not syncing — still appear, because those aren't
celebrations and you'd want to know.

Note: Weekdial's notifications work in two ways:

- In-Panel notification: These are the notifications and pops that show up within the panel itself, like when you
tick a task as done, or when you get the weekly leadership note.

- Desktop Notification: These notifications are linked to your system and Chrome browser settings, so make
sure you turn on notifications from your system settings, specifically for your Chrome browser. This includes
Daily reminders for due or overdue tasks, and the once-a-day greeting nudge.

Weekdial notifications are non-intrusive, they are designed to be fun, engaging and help you stay
accountable.



15 - Your logo and colours

Projects Settings

Team name

Weekdial Team

Team logo

Choose file J\leXil=XeleEEN]

Primary workspace color (buttons, dial, highlights)

Secondary workspace color (done ticks & pops)

Week dial & tab color Goals dial & tab color

Each workspace has its own name, accent colour and logo. On a shared board, that's set by an admin, and
everyone sees it.

It's a small thing that does real work: when someone belongs to three shared boards, the colour tells them
which one they're looking at before they've read a word.



Module 4 - Working with a team

16 - Solo and shared workspaces

A Solo workspace is free, private, and lives only on your computer. No account, nothing sent anywhere,
nobody else can see it. Every account gets one.

Weekdial Solo Weekdial Sol v Paul v
2026-W40 - 30 Sept

0% 0%

no tasks yet no goals yet

® WEEK TASKS ® GOALS

Week Projects Settings

Slack incoming webhook (optional)

Save webhook Send test message

Your account

Not signed in

Weekdial works without an account. Sign in from the Team tab to keep your work if this computer is lost, to use it on another,
and to join a team when someone invites you.

Plan

Solo — free

Your own workspace, free and unlimited — tasks, goals, projects, dials, templates and celebrations, all of it. It lives on this

computer and nothing leaves your browser.

Working with a team? A plan adds:

« One live board everyone shares — tick a task and the team sees it
« Invite teammates by email; each gets their own reminders and view
« Celebrations land for everyone when the week hits 100%

« Your board follows you to any computer you sign in on

[ Start free 14-day trial ][ See plans & pricing ][ I have a licence code J

Task [ELE] Anyday ¥ Noprojj v Paul v dd/mm/yyyy, --:0




A shared workspace is seen by everyone you invite. It lives in the cloud so it can reach your teammates,
which means it needs an account and a plan.

fy Weekdial Team Weekdial Tez v  AaronBli v

- 2026-W40 - 30 Sept

67%

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Week Projects

Your account

Business — 15 seats
Signed in as weekdialapp@gmail.com. 1 of 3 shared workspaces in use - ends 22 Aug 2027.

+ Weekdial Team

Closing a workspace frees its place for another.

Plan

Business — 15 seats

5 of 15 seats claimed - 1 of 3 workspaces on this licence - ends 22 Aug 2027

Use a different licence Billing & refunds

This plan will not renew. Everything keeps working until that date, and nothing is deleted afterwards — the workspace simply
stops syncing until a plan covers it again.

Team sync

This workspace is synced. Invite code (share privately, like a password):

W' ! Copy

Synced - last cloud contact 17:21 - checks every 30s

Anyday v Noproj v AaronE v dd/mm/yyyy, --:0

The two work identically. The difference is only who can see them.

A Solo workspace lives only on that computer, so removing Weekdial removes it too. Export a
backup from Settings first.

A shared workspace is safe either way — it comes back the moment you sign in.




17 - Signing in

Projects Settings

Paul

6 assigned - 0 completed this week

Weekdial works fine without an account. Sign in only if you're joining a team's workspace, or setting one up for your own team.
Sign in with Google

Use a different Google account

No Google account? Sign in with your email

Timezone — type a city, e.g. Kolkata (blank = auto)

Tap '\ to edit nhame, role & timezone in a proper form (rename "Me" to your real name!), 1= for avatar, % for admin. Due times you set
for a teammate are read in *their= timezone.

You need an account only for sharing. Solo works without one.
Three doors, one account:

e Sign In with Google — one click
e Use a different Google account
e No Google account? Sign in with your email + OTP (6-digit code) sent to any email address

Whether you are signing in as the Admin of a workspace or as an invited team member, you want to ensure
that you are signing in with the email you have used to subscribe to a plan or the email through which the
invitation was sent to you, as in the case of an invited team member.

The three methods mentioned above, all arrive at the same account if the address is the same. Use whichever
suits you; there's no wrong door.

The code is valid for 10 minutes, and you get 5 attempts. If you need another, there's a minute's wait
between sends, and a limit of 5 codes an hour.

Signing in on a second computer finds your seat automatically. There's nothing to move across.



18 - Starting a shared workspace
To share your workspace, it means you have subscribed to a plan and you have your licence details handy.

First, you need to ensure that you have signed into Weekdial using the email associated with your plan, this
would be the email you used to subscribe to any of the Weekdial plans.

A Starter Plan gives you 1 Shared workspace with 5 team member seats
A Team Plan gives you 1 Shared workspace with 10 team member seats
A Business Plan gives you 3 Shared workspace with 15 team member seats per workspace.

Once you are logged in from the “Team Tab” Find a workspace that is not yet Shared or click on the Add
Workspace button to add a new workspace.

Weekdial Solo v Weekdial Solo
2026-W40 - 30 Sept
Weekdial Team

+ Add workspace...

0% 0%

no tasks yet no goals yet

® WEEK TASKS ® GOALS

Projects Settings

Note: Weekdial gives every user a free workspace for personal use on their workstation, so for example, if you
subscribed to a starter plan, you will be able to have 1 shared workspace + 1 Free workspace in total.



Next go to “Settings”, Scroll down to the plan section and click on “Share This Workspace” you're on.

0% 0%

no tasks yet no goals yet

® WEEK TASKS ® GOALS

Projects Settings

Business — 15 seats

Signed in as weekdialapp@gmail.com. 1 of 3 shared workspaces in use - ends 22 Aug 2027.

« Weekdial Team

Closing a workspace frees its place for another.

Plan

Solo — free

This workspace is private to this computer. Your plan has room for 2 more shared workspaces — share this one, or new
workspaces will be shared automatically.

Share this workspace

The moment it's shared, it exists in the cloud and can be seen by anyone you invite. You're its admin.
Weekdial will automatically verify your account licence details and share that workspace automatically,
now the workspace is LIVE and you can start inviting your team members to that shared workspace to
collaborate.

Your Solo workspace is still yours, separate and private, alongside whatever you share.



19 - Inviting people

v} Weekdial Team Weekdial Tez ~ AaronBk -
2026-W40 - 30 Sept

63% ) 67%

Qo of 8 donefj

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Projects Settings

@ Emily Carter
1 assigned - O completed this week

SO E
1 assigned - O completed this week

Weekdial App

weekdialapp@gmail.com Sign out

Paul Rogan Tech Engineer

g hotmail.com Any email address works — Google, Google Workspace, or any other.
Africa/Lagos v

Tap \ to edit name, role & timezone in a proper form (rename "Me" to your real name!), *= for avatar, % for admin. Due times you ‘
set for a teammate are read in *their* timezone.

Invite by email address, from the Team tab. Any address works — with or without a Google account, since they
can sign in with a code instead.

A seat is one person in the workspace. Your plan sets how many. An invitation holds a seat from the moment
you send it, so a seat can't quietly be taken twice while someone's deciding.

You can see whether an invitation was delivered or bounced, and withdraw one that's no longer needed —
which frees the seat again. Please ensure that you enter your team member email correctly into the email
field, before clicking Add teammate, which automatically sends them an invitation to collaborate and Join the




workspace.

@ Leo Fischer

1 assigned - O completed this week

2 Priya Nair
¥ 1 assigned - 0 completed this week

Paul Rogan
0 assigned - @ completed this week

Note: invitations are limited to 2 per address per day, 5 minutes apart. That's deliberate. A domain
that sends bursts of email gets marked as spam, and then nobody's invitations arrive.



20 - Joining a workspace

You'll get an email with a link. Install Weekdial, sign in with the address the invitation was sent to, and your
seat is waiting — Weekdial recognises you and seats you automaticall

Outlook Q Search € Buy Microsoft 365

File' Home View Help

& New mail v T Delete v Archive Flag / Unflag v Pin / Unpin  (© Snooze v

Favorites Focused Other = =| ByDate Aaron Black saved you a seat on Weekdial Team

£ Inbox Weekdial

Aaron Black saved you a seat on Weekdial 12:06 AM
-
> Sent Items Weekdial Dial in your k Hi Paul Rogan, / on Bla..
= Dial in your week

f7 Drafts (U]
August

£3 Junk Email 2 | Hi Paul Rogan, Aaron Black has saved you a seat on
Microsort Weekdial Team.

I@hotmail.c... Hello, Yo ina this bet
e vingithis emaitibec Weekdial is a small side panel that lives in Chrome and

&8 Inbox 3050 - shows what your team is working on this week. Add
Microsoft

Weekdial, sign in with ¢ @hotmail.com, and your seat

&

Junk Email [21 ! - .
Hello, You're receiving 5 email beca ve are will be waiting.

Drafts U]
Older

Sent Items Add Weekdial to Chrome
Microsoft account team

& W

Deleted Items

. Microsoft account urity dded The .
Archive I Three steps, about a minute

0 d

Gonversation Hist " OneDrive Click Add Weekdial to Chrome above and install it. Already
les I have Weekdial? Skip to step 2.
(7 Notes ] .
Open Weekdial from the panel on the right of any web page,
. Microsoft then go to the Team tab.
Go to Groups . i )
f pasi Choose Sign in and use &1 Dhotmail.com. This
Update your payment information to keep your.. invitation appears at the top — tap Join and your seat is
yours. Nothing to type in.
Microsoft Support Verification
) i Not exp this? You can ignore this email — nothing has beel
with you until you

E] Get Outlook mobile. Your verification code is: 4
Stay connected on the

Please check your spam or junk folder, in case the invitation landed there. Also mark the email as “Not
Junk” or “Not Spam”



If you sign in with a different address, Weekdial won't find a seat for you, because the seat is held for
the address your admin invited. Sign in with the invited address, or ask them to invite the one you use.

My Team
2026-W40 - 30 Sept

0% 0%

no tasks yet no goals yet

® WEEK TASKS ® GOALS

Goals Projects Settings

oMe

0 assigned - O completed this week

You have been invited to Weekdial Team

A seat is waiting for @hotmail.com.

Join Weekdial Team

Signed in S ,
@hotmail.com ign ou

Once you're in, the week is simpl

, Priya Nair
a3 T
Lead Designer - @ Kolkata

1 assigned - 0 completed this week

Paul Rogan
0 Tech Engineer - @ Lagos

O assigned - O completed this week

Signed in . .
i I@hotmail.com ign ou

Only an admin can add or edit teammates on a synced workspace.

Tap \ to edit name, role & timezone in a proper form (rename "Me" to your real name!), == for avatar, % for admin.
Due times you set for a teammate are read in *their* timezone.




21 - Everyone in their own timezone

Aaron Black (Abmin)
@ CEO - @ Londo
3 assigned - 5 completed this

q Daniel Okafor
‘-‘/l Jl Ena lead

2 assigned - O completed this

Emily Carter

1 assigned - @ completed this

Leo Fischer
T in - @ Duba

1 assigned - O completed

Priya Nair

1 assigned -

Paul Rogan

0 assigned - 0 completed this

The board is one week, shared. What each person sees is their own version of it.

Deadlines are shown in each person's own time. Days are their days. Nobody does mental arithmetic, and
nobody misses a Thursday deadline because it was Thursday somewhere else.



22 - Leaving, removing and closing

Three different things, and Weekdial says which happened.

Leaving is your own choice. Your row goes, your seat frees, and your copy is removed from your computer.
Admins can't leave — it would strand the workspace.

Team sync
This workspace is synced. Invite code (share privately, like a password):
2q:  Copy

Synced - last cloud contact 19:39 - checks every 30s

[ Leave this workspace J

Being removed is an admin's decision. You're told, and your copy is kept on your computer for 7 days with an
export offered, so nothing is lost while you sort it out. Rejoining needs a new invitation.

Priya Nair
Lead Designer - @ Kolkata
1 assigned - 0 completed this week

Paul Rogan
Tech Engineer - @ Lagos N % X

0 assigned - @ completed this week
Remove teammate

Weekdial App

weekdialapp@gmail.com Sign out

Closing ends the workspace for everyone. It's not the same as being removed, and Weekdial doesn't pretend
it is — there's nothing to be re-invited to.

Team sync

This workspace is synced. Invite code (share privately, like a password):
o Copy
Synced - last cloud contact 19:39 - checks every 30s

Backup

4 Export backup 1 Import backup

Export saves everything — all workspaces, tasks, teams, tempiates — to one file. Import restores it, even on a fresh install or
another computer.

[ Clear this week’s tasks ] [ Delete this workspace J

The thread through all three: nobody loses their own work. Whatever happens to the sharing, the
Copy on your computer stays yours.




Module 5 - Getting something out of it

23 - The weekly report

Weekdial Team

[ Weekdial Tez v Aaron Bl v
- 2026-W40 - 2 Oct

63% | 67%

k of 8

® WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Projects Settings

4+ Generate tasks Share week i~ ‘

Pending Done : @ ‘.-":,)f @ @ @ @

Eg

TUESDAY

A written summary of the week, generated from the board: the percentages, what was completed grouped by
project, what's still open, and a breakdown by person.



Where it can go: copy it, send it to WhatsApp or Telegram, post it to Slack, or save it as a PDF.

Weekdial Team
Weekly report - 2026-W40 - 28 Sept - 4 Oct 2026

63% 67%

5 of 8 tasks 2 of 3 goals

Weekdial Team finished 63% of tasks (5/8) and 67% of goals (2/3) this week. Aaron Black completed the
most work. 1 of 1 tasks with deadlines finished on time. 3 tasks carrying into next week.

Goals

« ¥ Attend UN Meeting — Aaron Black
« H Climate Change Webinar
« ¥ cCall The CEO — Aaron Black

Completed

No project
« ¥ Plan the week’s posting calendar — Aaron Black
+ ¥ Create Monday & Tuesday posts — approved by Aaron Black
« ¥ Engage: reply to comments & DMs — approved by Aaron Black

B Copy ® WhatsApp
# Telegram Post to Slack

Ik Download PDF

It respects your filters. Filter to one person or one project and the report covers exactly that — and says so,
so nobody mistakes a slice for the whole week.

Note: when you filter by status, the report shows counts rather than percentages. A "completed only"
view would otherwise report 100%, which is true of the filter, but might not reflect the whole week.




24 - Slack notifications

WEEK TASKS ® GOALS
Last week: 0% tasks (0/7)

Week Goals Projects Team Settings

Custom sound effect — a short chime, click or ding, not music. mp3 or wav, 3 seconds or less, under 300KB. Yours
alone: it stays on this computer and is never shared with the team.

Choose file EN{eRill=Xeale:=]]

Celebration volume

Slack incoming webhook (optional)

https://hooks.slack.con

Save webhook Send test message

Connect a Slack webhook in Settings and Weekdial can post to a channel — so the week's progress shows up
where your team already talks, without anyone opening the panel.

There are other channels, such as WhatsApp, Telegram that you can use to share your team’s progress in
addition to slack. Slack however requires you to set up a webhook.

You can either use the Share Week or Report, to post updates to your Slack channel.

€« ©  Q sSearch Weekdial WS

Weekdial WS ~ & @ %5 i weekly-updates & Invite teammates [ v O Q

&7 Upgrade Plan @ Messages () Addcanvas  +
STILL OPEN

Za Find a conversation. Il Download all software — Tope Akande
B Call the House Agent — Tope Akande
BY PERSON

8 Directories Tope Akande — 0/2

Monday, September 21st v

69 Huddles

— Weekdial - Dial in your week
activity ¥¢ Starred
Drag and drop important stuff here

© @ 9 ¢4 SReact QReply

§ =~ incoming-webhook AFP 5:17 pM
fles Channels 27 Weekdial Team — 2026-W40
o4 # weekly-updates Progress: 63% (5/8 tasks)

oo

Agents + Add channels Goals:
& tools 7 Attend UN Meeting
51 Direct messages B Climate Change Webinar
+ Invite people W call The CEO

Tasks:

7 Plan the week's posting calendar — Aaron Black
7 Create Monday & Tuesday posts — Aaron Black

+ Connect apps 7 Engage: reply to comments & DMs — Aaron Black
B Create Wednesday-Friday posts

B Record 2 short-form videos

7 Cross-post to all channels — Aaron Black

M Weekly analytics review

7 Setup A Meeting With Client — Aaron Black

8% Agents & apps
%8 Slack

B I = = db @
Message #weekly-updates

+ Aa® @ O




25 - Export and backup

Last week: 0% tasks (0/7)

Projects Settings

This plan will not renew. Everything keeps working until that date, and nothing is deleted afterwards — the
workspace simply stops syncing until a plan covers it again.

Team sync
This workspace is synced. Invite code (share privately, like a password):

w q! Copy

Synced - last cloud contact 17:47 - checks every 30s

Backup

4 Export backup 1 Import backup

You can export your workspace data and import it again at any point. Take note that importing replaces your
own workspaces — your Solo boards and any shared board you administer. Shared workspaces you were
invited to are left untouched. And a backup never restores plan details: those always arrive fresh from the
cloud.

A full backup — everything, restorable into Weekdial.

Take a backup before anything drastic, especially before removing the extension. Your work is always yours
to take with you; this is how you take it.



Module 6 - Plans and billing

26 - What each plan includes

Plan Price Seats Workspaces

Solo Free Forever You 1, private to your computer
Starter $97/Year 5 1 Shared

Team $179/Year 10 1 Shared

Business $297/Year 15 3 Shared

Priced per team, not per person. Hiring someone doesn't raise your bill until you run out of seats.
Every paid plan keeps your free Solo workspace as well as the shared ones.

Visit The Pricing Page



https://weekdial.app/pricing

27 - The free trial

® WEEK TASKS ® GOALS

Goals Projects Settings

Solo — free

Signed in as atppaul@hotmail.com. Workspaces you are invited to are always free — a plan is only/for sharing &
collaborating with your own team.

Plan

Solo — free

Your own workspace, free and unlimited — tasks, goals, projects, dials, templates and celebrations, all of it. It
lives on this computer and nothing leaves your browser.

Working with a team? A plan adds:

« One live board everyone shares — tick a task and the team sees it
« Invite teammates by email; each gets their own reminders and view
« Celebrations land for everyone when the week hits 100%

« Your board follows you to any computer you sign in on

Start free 14-day trial I See plans & pricing ][ | have a licence code

The trial is the full Team plan for 14 days — no card, and your work stays yours whatever you decide. Already
invited to someone's board? Use Join a team below.

14 days of the full Team plan — 10 seats, one shared workspace. No card, nothing to cancel.

Note: There is one trial per account, and it's for accounts new to Weekdial. If an account has held any
plan before — paid, lapsed, refunded, or a previous trial — it chooses a plan rather than trialling again.

You'll be told when the trial is nearly over — a notice three days out, and another the day before it ends, so it
never finishes as a surprise.

28 - Activating a plan

A plan is attached to the email address you bought with. Sign in with that address and Weekdial finds
it. There's nothing to type.

Every plan also has a code, sent in your welcome email. It's there for when you want the plan on a different
address than the one you paid with — a work account rather than a personal one, say. Enter it in Settings.

One account holds one active plan. Applying a new one retires the old.

Various Plans Scenarios:



What you see in the Plan card depends on where you are starting from. Find your situation below.

One thing that applies to all of them: a licence belongs to your account, not to a computer. So you must
be signed in before any of this works, and once you are, your plan follows you to any computer you sign in on.

A. You are new to Weekdial, on your own workspace

Your account

Solo — free

Signed ina bhotmail.com. Workspaces you are invited to are always free — a plan is only for sharing &
collaborating with your own team.

Plan

Solo — free

Your own workspace, free and unlimited — tasks, goals, projects, dials, templates and celebrations, all of it. it
lives on this computer and nothing leaves your browser.

Working with a team? A plan adds:

« One live board everyone shares — tick a task and the team sees it
« Invite teammates by email; each gets their own reminders and view
« Celebrations land for everyone when the week hits 100%

« Your board follows you to any computer you sign in on

Start free 14-day trial ] [ See plans & pricing ] [ I have a licence code

The card reads Solo — free, and you get three buttons:

e Start free 14-day trial — the full Team plan, 10 seats, no card. One per account, ever.
e See plans & pricing — opens weekdial.app/pricing in a new tab.
e | have a licence code — for when you have already bought.

Choose I have a licence code if you bought from somewhere other than the website, or bought with a different
email address than the one you signed in with. It asks for a code in the form WD-XXXX-XXXX-XXXX, which is
on your receipt.

If you are not signed in yet, the trial button still appears — click it and Weekdial will tell you to sign in first,
because a trial has to attach to an account.



B. You already have a plan, and the workspace is still private

Your account

Business — 15 seats

Signed in as @gmail.com. 2 of 3 shared workspaces in use - ends 22 Aug 2027.

* Weekdial Team
« Weekdial WS 1

Closing a workspace frees its place for another.

Plan

Solo — free

This workspace is private to this computer. Your plan has room for 1 more shared workspace — share this one, or
new workspaces will be shared automatically.

Share this workspace

The card tells you how much room your plan has, and offers one button: Share this workspace. No code, no
purchase — one click and this workspace joins your plan.

New workspaces you create after this are shared automatically.

C. You have a plan, but every shared workspace on it is in use

Your account

Business — 15 seats

Signed in as \ @gmail.com. 3 of 3 shared workspaces in use - ends 22 Aug 2027.

« Weekdial WS 1
+ Weekdial Team
+ Weekdial WS 4

Closing a workspace frees its place for another.

Plan

Solo — free

This workspace is private to this computer. Every shared workspace on your plan is in use, so this one stays Solo
— close one you no longer need, or move to a larger plan, to share it.

[ See plans & pricing j

Changing plan keeps every workspace and everyone in them; only the number of workspaces and seats changes.




The card explains that this one stays Solo, and offers See plans & pricing. Either close a shared workspace
you no longer need, or move to a larger plan. Closing one frees the slot immediately.

D. "No plan on this workspace vet" on a workspace you know is shared

This usually appears right after restoring a backup. Weekdial deliberately ignores what a backup file says
about your plan — a backup records your work, not your entittements — so the plan details arrive fresh from
the cloud instead, within about thirty seconds.

If it has been longer than that, check you are signed in. Without a sign-in there is no way to confirm which
plan covers this workspace, so the card has nothing to show. Signing in fixes it.

If you are signed in and it still says this after a minute, the workspace genuinely is not attached to a licence.
Use Activate a licence to put it on one.

The card reads No plan on this workspace yet, with:

e Start free 14-day trial — only if your account has never used one
e Activate a licence

Simply Sign in, Click the Activate a Licence and enter your Licence code.

E. You are on a live plan or trial

Your account

Business — 15 seats

Signed in as ¥ h@gmail.com. 2 of 3 shared workspaces in use - ends 22 Aug 2027.

¢ Weekdial Team
« Weekdial Solo

Closing a workspace frees its place for another.

Plan

Business — 15 seats

6 of 15 seats claimed - 2 of 3 workspaces on this licence - ends 22 Aug 2027

Use a different licence Billing & refunds

The card names the plan and seats — Team — 10 seats — with how many seats are claimed, how many
workspaces the licence covers, and when it renews.

Two buttons:

e Use a different licence — this stays available on a live plan. Upgrading part-way through a trial is the
most common reason to use it.

e Manage subscription (or Billing & refunds, depending on where you bought) — not shown on a trial,
since a trial has nothing to bill.

F. You cancelled, and the plan has not ended yet

The card still shows your plan and seats as normal. Underneath, it says the plan will not renew, that everything
keeps working until that date, and that nothing is deleted afterwards.



Nothing to do. If you change your mind, Manage subscription lets you resume.

G. Your plan has ended and the workspace is read-only

Your account

No active plan

Signedinas g b@gmail.com. Your plan has ended, so shared workspaces are read-only — every task
stays exactly where it is. Choose a plan below, or enter a licence code, and they resume at once.

Plan

Starter — 5 seats

1 of 5 seats claimed - 1 of 1 workspace on this licence - no longer covered by your plan

. See plans & pricing . Renew — activate a licence Check for renewal Manage subscription

Buying a plan brings this workspace straight back — every task, every week, exactly where you left it.

The likeliest reason you are reading this section. Three buttons:
e Renew — activate a licence — if you already hold a code or a licence on your account
e Check for renewal — if you have just paid and are waiting for it to arrive
e See plans & pricing — if you need to buy

Everything comes back exactly as it was. No task, week or dial is deleted when a plan ends — the workspace
simply stops syncing until a plan covers it again.

H. You were invited to someone else's workspace

There is no Plan card at all. Not the plan, not the seats, not the renewal date — you cannot see the plan
details of a board you were invited to, because those belong to whoever pays. If a shared workspace has
gone read-only and you cannot find anywhere to fix it, you are not the admin. Ask whoever set the workspace

up.

The two ways to activate

Entering a code. Every activation button will accept a licence code. This is the route that works for every
buyer, whatever address you signed in with, and it is the one to use if you bought under a different email.

Choosing from what you already hold. On Activate a licence, Use a different licence or Renew, leave the
code box blank and press OK. Weekdial then lists the licences on your account that have room, and you pick
one. Licences that are full or expired are not offered — they could only produce a refusal.

That second route exists mainly for one thing a code cannot name: a trial has no code at all.

What "Check for renewal” is telling you

This button appears only on a workspace waiting on a renewal, and it reports exactly what it found on your
account:



What it says

What to do

A licence with room is named

Use Renew — activate a licence to put this
workspace on it

Your plan is active, but every workspace on it is
in use

Close a workspace you no longer need, or move
to a larger plan.

No active plan on this account

If you have just paid, wait a moment and try
again. Otherwise choose a plan or enter a code.

No plan on this account yet

Choose a plan, or enter a code if you already
have one

29 - Changing, cancelling and resuming

Last week: 0% tasks (0/7)

Week

1cain 1v TCawwn

Projects

Settings

1 of 10 seats claimed - 1 of 1 workspace on this licence - renews 14 Sept 2027 — every workspace on this licence is

in use

Use a different licence Manage subscription

Team sync

This workspace is synced. Invite code (share privately, like a password):

Ji  Copy

Synced - last cloud contact 16:27 - checks every 30s

Backup

4 Exportbackup 1 Import backup

Manage subscription in Settings opens Stripe's billing portal, where you can change card, change plan,

download invoices, cancel and resume.

Upgrading takes effect immediately and is charged pro rata. Nobody is removed.




Downgrading takes effect at renewal, so you keep what you've paid for. If a smaller plan wouldn't fit everyone,
Weekdial names exactly who would be affected before anything happens — unclaimed invitations first, then
the newest members. Admins are never removed.

Billing > Subscriptions

Update your subscription
Weekdial By Global ATP 1 B
Digital Solution partners
with Stripe for simplified Weekdial Starter Weekdial Team Weekdial Business
pillin 5 seats - 1 shared 10 seats - 1 shared 15 seats - 3 shared

9. workspace workspace workspaces
$97.00 $179.00 $297.00
per year per year per year
Select © Selected Select
9
Subtotal $179.00 per year

Powered by Stripe Terms Privacy



Cancelling keeps your access to the end of the period you've paid for. It changes nothing before then.

Billing > Cancel

Review your changes

Weekdial Team
$179.00 per year

If you cancel this subscription, it will still be available until the end of your billing period
on September 14, 2027.

Cancel subscription

Go back

Powered by Stripe

Terms Privacy

When a plan ends, nothing is deleted. Shared workspaces become read-only — everything still there,
still readable — and they resume the moment a plan covers them again.



Module 7 - When something looks wrong

30 - If it isn't syncing

First, every time: are you signed in? Open Settings and look at the account line. A signed-out computer
can't reach a shared workspace — and this is the cause far more often than anything else.

If you are signed in and a board still looks stale, check your connection. Weekdial syncs every 30 seconds
and catches up on its own once a connection returns. Nothing you did while offline is lost; it's waiting on
your computer to be sent.

31 - What each message means

Weekdial never shows you a status code or a piece of jargon. Every message says what happened and
what to do about it. Here is each one, and what sits behind it.

What you see What happened

You have been removed from this workspace An admin removed you. Your copy stays for 7 days.

This workspace was closed by its owner The whole workspace ended, for everyone.

Sign in to sync your changes You're signed out. Your work is safe; sign in and it
sends.

Signed out — your shared workspaces have stopped You are signed out, so your shared workspaces have

updating stopped receiving your team's changes. Nothing is lost
— the board is frozen at its last sync.

...Is read-only The plan lapsed, or there are more members than seats.

Changes not synced A temporary failure. Weekdial keeps retrying.

32 - Keeping Weekdial up to date

Weekdial updates itself. New versions arrive automatically and apply themselves when you're not in the
middle of something.

To get the newest version right away: close and reopen Chrome.

You can check which version you're running at the foot of Settings — worth including if you ever write in
about a problem.

33 - Getting help
The support address is at the foot of Settings — click it and it copies.

Training videos and guides are at weekdial.app/resources , also linked from Settings.

Every message is read by a person. If something is confusing, it's worth telling us — a fair number of
Weekdial's improvements started as someone's email.



https://weekdial.app/resources

In closing

You now have what you need to run your week in Weekdial — and, when you want it, to run it with your team.

If only a few things stay with you from this guide, let them be these.

The dial is the point

A list tells you what is left. The dial tells you how far through the week you are — at a glance, from across the
room, without reading anything. Everything else in Weekdial hangs off that one idea.

Solo is yours alone; shared needs a plan

That single distinction explains most of what people find confusing at first. A Solo workspace is free and lives
only on your computer. A shared workspace lives in the cloud so your team can reach it, which is why it needs
an account and a plan.

Nobody loses their own work

A plan ending, someone leaving, a workspace closing — none of it deletes anything. The copy on your
computer stays yours, and you can take a backup any time you like. Weekdial is built so you can always walk
away with everything you put in.

When something looks wrong, ask one question first

Are you signed in? Open Settings and look at the account line. It is the answer far more often than anything
else, and it costs you five seconds to rule out.

What to do next

Don't try to set everything up at once. Do this instead:

1. Open the panel and put three tasks into this week, with a day on each.
2. Tick one off and watch the dial move.

3. Come back tomorrow and do it again.

That is the habit the whole product rests on. Goals, projects, templates, reports, a shared board with your team
— all of it is worth adding once the week in front of you is worth looking at.

If you are working with a team, your next step is Module 4. Read it before you invite anyone; a few minutes
there saves most of the questions people ask later.

Where to find more

Training videos and written guides — weekdial.app/resources. There are short videos for every section in this
guide.

Current plans and prices — weekdial.app/pricing, which always shows the live position.

Support — the address at the foot of Settings. Click it and it copies.



One last thing

Weekdial is deliberately small, and it stays small. It answers one question and tries to answer it well, which
means saying no to a great deal that other tools say yes to.

If something here isn't clear, or Weekdial does something you didn't expect, tell me. | read every message
myself, and a fair number of Weekdial's improvements started as somebody's email.

Dial in your week.
Paul Akande T.

Weekdial - weekdial.app



