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In the Work Management
module, select the Weekly 1 >
View radio button

Points to Remember
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View Tasks Over a Five-Day Period - QRC WKM 101-1.1

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

To view tasks for a different
window of time, adjust the
From and To dates as desired

| Click Display to refresh

the list of tasks
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e The Personal Workload screen defaults to displaying tasks assigned to the logged-on user for the current day.

e The Daily View radio button is selected and the From and To dates are defaulted to the current day.

e Toselect a longer period, select Daily View and select the From and To dates.
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