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You may wish to add a Task to include any actions taken on the case, off line. You are also able to set a due date and time on a Task so that the system will prompt you and the Task will act as a Reminder.

1. Navigate to the Case you wish to add a Task to. 
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2. Click on ‘Activities’

3. Click on the small square box
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4.  Click on the small arrow to the right of the case name at the top of the screen, this will drop down to display a menu below, click on Activities.
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The Open Activity Associated View will open. 
5. Click on to ‘Add New Activity’.
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6. Next, select ‘Task’ from the drop down menu which appears.
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7. The ‘New Task’ window will pop up. 
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8. The ‘Subject’ field is a Mandatory, and Free Text field. 
9. The ‘Type’ will default to ‘Case Preparation’. You can also select ‘Case Administration’.

10. You may also wish to add a Description of the Task. 


11. Next, you need to record the Duration. 

12. Click into the Duration field and delete the time in the box, which will have defaulted to 30 minutes.

. 
13. Next, entered the desired amount of time
[image: ]
14. Click Save in the top left corner. 

15. To go back to the Case view, click on the blue link where it says ‘Regarding’ A case will always have a ‘spanner icon’ prefixing it.
[image: ]

16. You will return to the Case view.

17. You can see the Task has been entered in the middle column. 

Please Note: ALL Activities, including Tasks must be marked ‘Complete’ before a case can be resolved.

[image: ]















2

image1.jpeg
X | [VERPOOL

JOHN MOORES
UNIVERSITY





image2.png
Knowing Myself - Windows Internet Explorer provided by Liverpool John Moores University

G~ [P, hvonistdertsio655 e ot tre_sof_nareness

% &[] @rone-cr

Estutent Grages | ERequest acvs

Request Tran.

[2]]

Page + () Tools -

skip to content | accessibility | help | home | current student zone | staff zone

Liverpool John Moores University

home=> .. WoW- > Students

Knowing Myself

Students It may sound a bit strange but you may not be aware of or understand how different
Careers, Jobs and factors affect your leaming, performance and progress. You may also not understand how
PI; it

acements you come across to other people and how this affects their judgement of you. Self
Knowing Myself knowledge is a pre-requisite for positive change, development and achieving your goals
My e-Portfolio
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If you wish to leam more about how LJMU can assist you please contact the Graduate development Centre at
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