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Introduction
Project Manager Pro GPT is a powerful AI-driven project management assistant designed to 
streamline workflows, enhance collaboration, and improve productivity for teams and individuals. This 
guide provides step-by-step instructions on how to use the tool effectively, from setup to advanced 
features.

Key Features
Project Planning: Generate detailed project plans, timelines, and milestones.
Task Management: Create, assign, and track tasks with automated updates.
Resource Allocation: Optimize team workload and resource distribution.
Progress Tracking: Monitor project health with AI-generated reports and dashboards.
Collaboration Tools: Facilitate communication and alignment across teams.
Customizable Templates: Access pre-built project templates tailored to different industries.
AI Insights: Receive recommendations for risk management, prioritization, and efficiency 
improvements.

Getting Started

1. Accessing Project Manager Pro GPT

Visit metherbydesign.com.
Log in with your account credentials.
Navigate to the Project Manager Pro GPT dashboard.

2. Setting Up a New Project

Click Create New Project.
Enter project details: name, description, start date, and deadline.
Select a template or start from scratch.
Add team members and assign roles.

3. Creating Tasks



Use the Task Generator to automatically break down project goals into actionable tasks.
Assign tasks to team members with deadlines.
Add dependencies to ensure proper sequencing.

Using the Dashboard

Project Overview

Displays project status, milestones, and deadlines.
AI-generated progress summaries highlight risks and opportunities.

Task Board

Kanban-style view for task management.
Drag-and-drop functionality for updating task status.

Reports & Analytics

Generate weekly or monthly reports.
View charts on workload distribution, task completion rates, and project health.

Advanced Features

AI-Powered Recommendations

Receive suggestions for re-prioritizing tasks when deadlines shift.
Get alerts for potential bottlenecks.

Resource Optimization

AI analyzes workloads and suggests reassignments to balance team capacity.

Custom Templates

Save frequently used project structures as templates.
Share templates across teams for consistency.

Best Practices
Regularly update task statuses to keep AI insights accurate.
Use milestones to track major deliverables.
Leverage AI recommendations but validate them with team input.
Schedule weekly check-ins using the built-in reporting feature.

Troubleshooting



Issue Possible Cause Solution

Tasks not updating Team members not marking progress
Encourage regular updates or enable 

automated reminders

AI suggestions seem off Incomplete project data
Ensure all tasks, deadlines, and 

resources are entered

Reports not generating Incorrect filters applied Reset filters and regenerate report

Support
For additional help, visit metherbydesign.com/support or contact the support team via the in-app 
help center.

Conclusion
Project Manager Pro GPT is designed to simplify project management by combining AI intelligence 
with practical tools. By following this guide, teams can maximize efficiency, improve collaboration, and 
deliver projects on time with confidence.
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