
 

CLICKUP: A Comprehensive Guide 

What is ClickUp? 

ClickUp is an all-in-one tool that helps teams organize their tasks, manage 

deadlines, track goals, and collaborate more easily. It brings together features like 

task lists, calendars, documents, and team communication in one place, helping 

users to stay organized and work more efficiently. 

ClickUp is best suited for users with an intermediate skill level. Because the 

platform offers many tools and customization options, it can feel a bit overwhelming 

at first, but it becomes much easier to use with practice. 

 

How to access ClickUp? 

Once you get on the website clickup.com, sign up for an account with your business 

email address. Upon completing the questions ClickUp is asking you, you will reach 

the HOME Screen. 

 

 

 

 

 

 

 

https://clickup.com/lp?utm_source=google&utm_medium=cpc&utm_campaign=gs_cpc_emea-eea_nnc_brand_trial_all-devices_troas_lp_x_all-departments_x_brand&utm_content=all-countries_kw-target_text_all-industries_all-features_all-use-cases_clickup_broad&utm_term=clickup&utm_creative=651395804534_BrandChampion-03072023_rsa&utm_custom1=&utm_custom2=&utm_lptheme=&utm_lpmod=&utm_mt=b&gad_source=1&gad_campaignid=19818423111&gclid=Cj0KCQjwy_fOBhC6ARIsAHKFB7_2yt3At-1IiwpL-U_zpvsfzUxjgFee_Hax5brXmMNXWYh1djOstFIaAhKhEALw_wcB


 

How to create a working space? 

From there, you are able to create a space, which will allow you to access task 

management, tools, and apps for your project. 

 

→ ClickUp will allow you to 

choose customized workflows 

(e.g. Starter, Marketing Teams, 

Project Management…) which 

are preset to your needs 

depending on your business. If 

you prefer, you can also choose 

and modify the settings yourself.  

 

Once you have created your 

space, all chosen tools become 

accessible in one place.  

 

 

 

 

 

 

 

 

 

 



 

How to create a task? 

 

 

 

 

 

 

 

 

 

→ Change the status of your task, the deadline, the priority level, assign team 

members to it... This way, you can quickly get an overview of what needs to be done 

and by whom.  

You can afterwards add descriptions, subtasks, a checklist or even ask AI to do it for 

you with a prompt like: “Write a checklist for Young Entrepreneur in order for them to 

understand ClickUp” which will give you: 

 

→ In your space, you can add 

tasks.  

→ You can make checklists and 

detail how parts of your work 

and projects should be handled. 

→ The “+” icon will allow you to 

create a new task. 

 

→ After that, this overlay 

appears. From here on 

out, you will be able to 

modify multiple 

characteristics of your 

task. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

How to make categories through lists? 

 

 

 

 

→ If you wish to create categories of 

tasks, you have to use the “+” icon 

next to your lists in the “Spaces” 

column on the left.  

This will help you separate different 

types of tasks in a single shared 

environment. 

 

→ AI will even suggest settings 

for you when creating a list, based 

on the title you gave to your list 

(See the “Manufacturing” example 

below) 

 



 

How to link applications to ClickUp? 

Use the “More” option on the left part of the overlay to connect different useful 

applications and websites to your ClickUp working space. This can help you get 

easier access to all documents, tools and information in one place. Team members 

will also greatly benefit from this feature, having access to the same resources in 

real time, allowing simpler interactions and smoother collaboration. Team members 

can for example connect through GitHub or Google Drive in order to share their 

documents from multiple devices easily. Integrating tools such as Teams or Slack 

can also help streamline and organise communication within your team. 

 

 

 

 

 

 

 

 



 

How to make and use task templates?  

ClickUp offers the possibility to make templates that all team members can reuse 

instead of creating projects or tasks from scratch. This helps saving time, reducing 

mistakes, standardizing workflows, onboarding and improving communication.  

To create a task template, follow these steps: 

1. Create a new task or open an existing one.  

2. Configure the task exactly how you want it reused (add checklist steps, assign 

collaborators, set priorities or statuses...)  

3. Click the three dots menu (⋯) in the task window and select “Templates”.  

4. Choose “Save as Template” and give the template a clear name.    

     

The template is now available for the whole team (don’t forget to check the access 

settings). When someone needs to create a similar task they just need to: 

1. Create a new task.  

2. Open the “Templates” option.  

3. Select “Browse Templates”.  

4. Choose the desired task template.  

5. Click “Use Template”.  

ClickUp will automatically fill in the predefined elements. 



 

How to automate other tasks? 

If you go back on your task space and go to the settings, you will be able to create 

automations. These will allow you to automate parts of your tasks for better 

organisation. 

 

 

The “Run AI on schedule” is another option that can be quite useful as it will allow 

you to put AI on scheduled routine tasks and workflows so that you can more 

efficiently focus on bigger tasks. Do not hesitate to explore the possibilities offered 

by AI and see which ones fit best with your needs.  

→ As an example, with “Update 

status when due dates arrive”, you 

will be able to automate the priority of 

a task when the deadline is 

approaching.  

 

You can see other examples of 

automation on the screenshot below.  

 



 

How to create a dashboard on ClickUp? 

Dashboards in ClickUp work like a project control center. They show all the important 

information in real time, so teams can quickly understand progress, workloads, 

deadlines, productivity, and goals without searching through multiple tasks. 

The “Dashboard” option is accessible through the search bar, or when going to 

“More”. There, you will find pre-made dashboard templates you can use. You can 

also start one from scratch. Do not forget to select who can have access to your 

dashboard, and be aware that some options like “project management” and “time 

tracking” require to be under the “Business” paid plan.  

 

 

 

When creating your dashboard, you will be asked to indicate which widgets (or 

cards) you want to add (task lists, workload view, goal progress...). 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here is an example of the type of card you can create. This is the Goal Tracking 

card. It is linked to the “Goal Setting” option of ClickUp that helps teams set clear 

objectives and measure progress automatically based on completed work. 

 

 

Custom: A flexible card to display personalised 

data 

Sprints: Tasks completed, in progress, and 

remaining work in a given period 

Statuses: Status of the tasks (e.g. to do, in 

progress, done). 

Tags: displays tasks based on labels or 

categories. 

Assignees: who is responsible for which tasks 

and how workload is divided across the team. 

Priorities: tasks based on urgency levels such as 

high, medium, or low priority. 

Time tracking: time spent on tasks or projects. 

Tables: project data displayed in a structured 

table format for easy viewing and comparison. 

 



 

Pricing 

While ClickUp can be used for free by everyone, there are a few paid options that 

you can pick from with different advantages. 

There are 4 different options including the free one, each having more advantages 

than the previous one. Be mindful that the prices are per user per month. 

 

Additional information and tutorials can be found on 

https://university.clickup.com/path/clickup-for-beginners  

https://university.clickup.com/path/clickup-for-beginners

