Notes & Task: How To Manage Task PRENEED
List, View, Close, and Edit Task |

This guide provides a step-by-step process on how to manage task lists, including
searching, filtering, closing, and editing tasks. It also includes instructions on marking
tasks as complete and opening tasks for further actions. If you want to effectively
manage your tasks and stay organized, this guide is a must-read.
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Click Tasks
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Search a task by clicking the Search by task name
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4  Filter: Click Assignee and select the the task assigned to an specific user.
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5 Filter: Click Status and select the status you want to see.
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6  Filter: Click Sort By and select how you want to sort the task list
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HOW TO CLOSE/COMPLETE A TASK

7 Click here to mark as complete
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8  Youcan also open the task by clicking the task title.

5] Calendars

a Contacts Titnle fo your TAsk Qamerica

Type Here the description
=§2 Opportunities

Payments hello 0 jeffrey t

Marketing test

Automation
Please Call 3-5 Day After The Service

Please call and give your condolences for the passing of John Doe. DO...
Memberships

Reputation Please Call 5 Days After Services

Please call and give your condolences for the passing of John Doe, DO...

::E}'
@
Sites
*
w
A

Reporting

barketnlace

gs &3]

Showing 1 to 5 of 5 results

9 It will take you back to the account and there you can mark the task as complete.
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