
Assign and Resolve 
Tasks

In this click-thru, you will learn how to create and 
view tasks on the My Tasks screen.

Click the numbered circles on the left to move to the 
first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step and sub-step.
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Best viewed in IE or Adobe PDF Reader.



Make sure that Tasks is enabled for all the 
groups to whom you want to have tasks 
issued. B

Click Administration > Global Settings > 
System Administration > Features.
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Click Administration > Global Settings > 
System Administration > Features.
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The following options are enabled by default. 
Disable if necessary, or click the View icon to 
configure notification settings.
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From the Main Dashboard, 
click Tasks

A

Users associated with a Task are referred to as “Stakeholders”. As a 
stakeholder, you will either be:

• An Assignee, or the individual responsible for completing the task;
• A Principal, or the individual who needs to ensure that the task is done; or 
• A Follower, someone who has an interest in seeing the task finished, but is 

not responsible for completing it.
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Click Add Task.
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Add more Stakeholders if necessary. 
Then click Save.

Fill in the required fields.
C

As the creator of a new Task, 
you are always set to Principal 
Stakeholder by default. Your 
direct reports are automatically 
added as Assignees.

Remove Assignees if necessary.
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When logged in as a Principal Stakeholder of a task, you can 
View tasks, view the Task History, Edit tasks to add more 
Assignees, Mute Reminders, Complete tasks, and Cancel 
them.

When logged in as an Assignee, you can Complete tasks, 
View tasks, and View Task History. You will not be able to 
Edit or Cancel tasks, as well as Mute reminders. 

When logged in as a Follower, your options are to View the 
task and the Task History, Mute Reminders, and Unfollow 
the task.

Click to view the task details.
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Task actions are also available on 
the View Tasks screen.

You can also add or remove 
Stakeholders from this screen.
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Click to view the collection of all 
changes made to the Task. 
That includes updates to the 
Status as well as changes to 
the Stakeholder listing.
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From here, you can see all the pertinent 
information to help you keep track of the task 
progress. It displays the change date, who 
edited or updated the task, and the change 
description. Depending on the system 
notification settings configured by your 
company administrator, task stakeholders also 
receive a Task Activity Notification whenever 
changes are made to a task. The notification 
includes the change details, as well as a link to 
the specific task..
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This concludes the create and view Tasks 
click-thru.

Assign and Resolve 
Tasks

Admin: Enable the Tasks 
Feature

1

Admin: Configure the 
Notification Settings

2

Admin and Users: Add Tasks

3

Admin and Users: View Tasks

4

Admin and Users: View Task 
History

5


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12

