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My Tasks Screen                 Updated on April 2018 

 

Home > My Tasks > Update Task 

 

Business Purpose: 
 
My Tasks – Update Task page allows to update the tasks assigned to the user. 
 
 

How to: 
 

1. From the Home screen, click the My Tasks  icon or the Program Nav 
Button at the top RHS of the Home screen to go to the My Tasks – List screen. 
 

 
 

1. Click on the Task ID to update a specific task and My Tasks – Update Task 
screen will be displayed.  
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2. The Client, Service Date and Time, Creator, Priority, Task Assigned To: 

Program and User, Status, Message, Comments and New Comments are 
displayed on the screen. 
 

3. To update the task, user may enter comments in the New Comment textbox and 
select Status from the dropdown list.  
 

4. Click on the  action button to save the comment and this comment is 
displayed in the Comments textbox. 

 

 
 

5. Click on the  action button to go back to the My Tasks – List screen. 
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Important Notes: 
 

1. Once a task is completed, it becomes read-only and will be removed from the My 
Tasks – List screen. 
 

 
 
 

 


