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Accept & Action a Task – QRC WKM 101-2.1 

 
Accept a Task: 

 

In the Work Management 
module, The user receives a 

Pending task on their 
Personal Workload screen

Select the Pending 
radio button

Select a task in the 
Tasks table

Click Accept
The task status 

updates to Open
End

 
 

 

Action a Task: 

 

The task status 
appears as Open

Follow the Work Type hyperlink 
to the associated record which 

generated the task
Complete task

Return to the Personal 
Workload screen and 

marks task as Completed
End

 
 

Points to Remember 

• Alternatively, completing a task can be done by clicking the Sub-Task ID hyperlink and clicking the Mark Completed button. 

• Users can click the Work Type hyperlink to review the screen/information which generated the task. 


