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Tasks

Tasks can be created, linked to Documents and assigned to Users.

1. Add a Task – select New then New 
Task and complete the Task details. 
Assign to yourself.

2. On the Next pane select a Document 
and add it to the Task for the 
Assignee to reference.
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View Tasks

Tasks can be accessed from the My Recent Tasks list (click to open the Task) 
or via Notifications. New or updated Tasks are listed under Unread. 
Expand the tile and click on the Task Title to open.
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View Tasks

Select View All from the Notifications pane to view a list of all your Tasks.
Click on a Task to open it on the Progress notes pane. 
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Or select View All from the My Recent Tasks list to view the Organisation Task list



Add Progress Comments

Open the Task assigned to you and add progress comments. 
Click Finish to save and close. Update the Status where appropriate.
The Task owner is notified when comments are added. 
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Only the Task creator or 
Owner can delete a Task
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