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1 PERSONAL WORKLOAD SCREEN 

The Maintain Personal Workload screen allows a user to view tasks in their personal workload 
during a given date range. From this screen, a user can create, modify, accept or reject a task.  

The Personal Workload screen defaults to displaying tasks assigned to the logged-on user for 
the current day.  The Daily View radio button is selected and the From and To dates are 
defaulted to the current day.  

 

 

 

 

 

1.1 View Tasks 

1. Select the Weekly View radio button. 

When the radio button is selected, the To Date will default to 5 days in the future (based on 

the From Date) and be disabled.   

2. Click Display to refresh the list of tasks. 

 

Tip: To view tasks for a different window of time, adjust the From and To dates as desired 
and click Display. 

Tip: The reassigned tasks section always displays tasks that have been reassigned within 
the last 30 days.  

 

NOTE: Making changes to the date fields appear to refresh the screen automatically, 
however, this is not the case.  Click Display to view updated results. 
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1.2 Task Attributes 

 

 

 

 

Sub-Task Status – This is the current state of the task and the default state when first 
assigned.  

• Task states are Unassigned, Pending, Open, Completed, Reassigned, Removed, 
and Rejected. 

Requested Start Date – This is the date the task was generated. 

Priority – This is system assigned unless task is being manually created. Available 
priorities are: Low, Med, High, Urgent. 

Client – This is a hyperlink to the client personal information screen when a task is linked to 
a clients’ record. 

Sub-Task ID – All tasks have a Primary Task ID and a Sub-Task ID. The Sub-Task ID is 
unique to the task in the context of whom the task is assigned to. The Primary Task ID 
should always remain the same. 

Description – A description of the task. 

Work Type – A code that reflects the type of task assigned, e.g. INV – Investigation, AE – 
Adverse Event, LAB – Lab Report etc. 
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1.3 Task Attributes - Details 

 

  

 

Primary Task Status / Sub-Task Status – When a task is reassigned from one user to another, 
a copy of the task is sent to the new assignee with the unique Sub-Task ID for that assignment. 
Each task – the original and the reassigned copy have their own status. 

Work ID – This is an ID that is related to the Work Type. If Work Type is INV, the Work ID is the 
Investigation ID. If Work Type is Lab, the Work ID is the Lab Requisition ID. 

Comments – When a task is generated or updated, a user may have the ability to add 
comments. 

List of Assignees – When a task is reassigned or assigned to more than one user at a time, the 
list of assignees is shown in this table. 
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2 TASK LIFECYCLE AND WORKFLOW  

2.1 Accept & Action a Task 

A task is assigned to a user.  

The user receives a Pending task on their Personal Workload screen  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The user accepts the task: 

1. Select the Pending radio button. 

2. Select a task in the Tasks table. 

3. Click Accept. This updates the task status to Open.  

 

The user actions the task. 

4. The open state can be an indication that a user will action the task. 
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5. The User follows Work Type hyperlink to the associated record which generated the task. 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Once the task is completed, the user returns to the Personal Workload screen and marks 
task as Completed. 
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Tip: Alternatively, completing a task can be done by clicking the Sub-Task ID hyperlink and 
clicking the Mark Completed button. 

2.2 Reassign a Task to Another User 

1. A task must be Accepted (state of Open) prior to being reassigned. 

2. Select the open task from the Tasks table. 

3. Click Update.  

 

 

 

4. Add Comments if applicable. 

           

 
 
 
5. Select a user from the Workgroup drop-list. 

6. Click Submit. 
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Reassigning a task sends the new assignee a copy of the task. Once the new assignee 
accepts the task, it will appear in the reassigned section of the assinger;s workload 
screen. 

 
 

The copy will have the same Primary Task ID as the original task but a new Sub-Task ID 

2.3 Reject a Task 

1. Select the Pending radio button. 

2. Select a task in the Tasks table. 

3. Click Reject. This will update the status of the task to Rejected and place it back onto a 
queue for assignment by a workgroup Supervisor.  
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The task will be removed from the user’s Personal Workload screen. 

 
Only tasks in a Pending state can be Rejected. 

 

2.4 Create Manual Tasks 

1. Click Create Task. 

 

 
 

 

2. Complete the mandatory (*) and optional fields as desired. 

 
 

 
 

 

3. To assign the task to one or more individual users, select the Users radio button. 
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4. Select or accept the Organization (defaults to the users logged on organization). 

 

 
 

5. Select a Workgroup. 

 

 
 

 

6. Select one or more users and click Add. 

7. Click Submit. 
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8. To assign the task to a workgroup and/or all users within it select the Workgroup radio 
button. 

 

 

9. Indicate whether the task should be assigned to the workgroup as unassigned or to all 
users in the workgroup as pending. 

10. To assign a task to another workgroup, select the workgroup from the drop-down and click 
Submit. 
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11.  Select a workgroup. Click Submit. 
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3 TEAM WORKLOAD SCREEN 

The Maintain Team Workload screen lets a user view work and assign tasks for a workgroup 
to which they have been assigned as a supervisor and manage the assignment of tasks to 
workgroup members. The Maintain Team Workload screen initially shows all tasks for the 
selected workgroup in three categories: Unassigned, Assigned and Completed. 

3.1 Managing the Team Workload 

The Team Workload screen defaults to displaying tasks assigned for the current day. The All 
radio button is selected and the Requested Start Date From and To dates are defaulted to 
the current day. 
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The tasks section displays tasks based on the selected dates. The assigned tasks section 
displays all assigned tasks and the completed tasks section has a date range based on the date 
completed. 

1. To adjust the tasks displayed, update the requested start date from and to and click Display. 
 

 

2. Changing the task status from ‘all’ to ‘urgent’ will automatically update the display to tasks to 
just those that have a priority of urgent or all priorities. 

 

 

3. To display tasks for a different workgroup, select a new workgroup (at the top of the screen) 
from the Team Workload For. 

 

 

4. In the Assigned Tasks section select an individual user from the Assigned To: and click 
Display. This will filter the display to just tasks assigned to the selected user. 
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Tip: The same filter is available in the Completed Tasks section. 

3.2 Assign Tasks 

Unassigned tasks can be assigned to a user by: 

1. Click the Primary Task ID to view the task details. 
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2. Click Update 

 

3. Select user(s) or a workgroup to assign the task to using the User and Workgroup 
fields. Refer to steps above. 
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 To assign the task to one or more individual users: 

1. Select Users radio button. 

2. Select or accept the Organization (defaults to the users’ logged on organization). 

3. Select a Workgroup. 

4. Select one or more users and add, click Submit 

 

 

To assign the task to a workgroup and/or all users within it select the Workgroup 
radio button: 

1. Indicate whether the task should be assigned to the workgroup as unassigned or to all 
users in the workgroup as pending. 

2. Select a Workgroup. 

3. Click Submit 
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Tip: Tasks in the assigned section can be reassigned using the same steps. 

Tip: If a user selects a task that is assigned them, they are given the option to accept or 

reject the task (if it is pending).  

Tip: These functions work the same as the personal workload screen 

3.3 Delete Tasks 

1. Select one or more tasks in either the unassigned or assigned task sections. 

2. Click Delete. 

3. The task(s) will be removed from display on the Team Workload screen. 

3.4 Re-Open Tasks 

1. Select a task in completed task section. 

2. Click Re-open.  

 

3. The update task screen will be displayed. Enter a comment. 

4. Click Submit. 



 

P16-0371 Panorama Implementation Project - PNS WKM 101  

 
  20 

 

 

 

 


	1 PERSONAL WORKLOAD SCREEN
	1.1 View Tasks
	1.2 Task Attributes
	1.3 Task Attributes - Details

	2 TASK LIFECYCLE AND WORKFLOW
	2.1 Accept & Action a Task
	2.2 Reassign a Task to Another User
	2.3 Reject a Task
	2.4 Create Manual Tasks

	3 TEAM WORKLOAD SCREEN
	3.1 Managing the Team Workload
	3.2 Assign Tasks
	3.3 Delete Tasks
	3.4 Re-Open Tasks


