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Creating Tasks Manually – QRC WKM 101-2.4 

 

In the Work Management 
module, click Create Task

Click SubmitEnd

Complete the 
mandatory and optional 

fields as desired

To assign the task to one or 
more individual users, select 

the Users radio button

Select or accept the 
Organization 

Select a Workgroup
Select one or more 
users and click Add

Click Submit
To assign the task to a workgroup 

and/or all users within it select 
the Workgroup radio button

Indicate whether the task should be assigned 
to the workgroup as unassigned or to all users 

in the workgroup as pending
Select a Workgroup

 
 

Points to Remember 

• Users can only assign task to workgroups in which they are members. 

• Tasks created manually will not be linked to an investigation screen. 

 


