Realcomp Online® “My Tasks” Support Guide

Tasks

Realcomp Online® lets you work with Tasks individually, within the Contact Manager or within the
Calendar Function. Tasks are considered your “to do” list. To work individually with tasks, select
My Tasks from the Agent menu option.
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» To add a new task:
1. Click the New Task link at the top of the Task manager. The Add Task screen appears.
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2. Enter all applicable information, such as the subject of the task, status, type of task, start and
due dates/times, and a description of the task.
=  Enter the Subject text.
=  Select a status by clicking the = next to the Status text box. Choose from the list
provided:
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Closing

=  Select the type of task by clicking the =l next to the Type text box. Choose from the list
provided:
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Choose a start date. To change the month, day or year click the =l next to the
appropriate text box in the Start Date field.

Choose a due date by using the directions above.

The Start Time and End Time fields display the current time. To change these fields,

click inside the hour and/or minute text fields Wlﬁ I""""' :" and type the appropriate
times. To change AM to PM click the = and choose PM from the list.

If the task is associated with a contact, select the contact's name by clicking the =l next
to the Type text box. Choose from the list provided.
Contacts --> =
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Enter the description of the task.
. 5 Task .
Click the ave _as button at the bottom right corner of the screen; or choose the

link in the top left corner of the screen.

» To Edit an Existing Task:

1.

Click the task name, located directly below the subject heading.
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Edit the information as necessary.

Click the button.

» To Delete a Task:

1. Click the check box next to the task subject name.

[1 Subject Note: To select more than one task, select all desired check boxes.
[ |test To select ALL tasks click the [ ] next to the Subject heading.
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2. Click the hyperlink at the top of the screen.

3. Click OK.

» To Print a List of all Tasks:
1. Click the link. A window appears with a list of all tasks.
2. Click Print.
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