
Learn how to create and manage tasks within the Customer Relationship 
Management Application.





Begin by selecting the ‘Tasks’ tab, then selecting the ‘Add New’ button 
to create a new task.



To begin, you may start by assigning a particular employee or agent by selecting 
the ‘Assign Task to Employee’ button as shown here.



Be sure to then select the specific employee or agent that you want the task 
to be assigned to, and then click ‘OK’ to save.



Next, continue to fill out the task by:
-Creating a ‘Subject’ name.
-Selecting a ‘Status’.
-Selecting a ‘Priority’.

If none of the options for ‘Status’ or ‘Priority’ fit your needs, you are able to edit and add these values 
through the ‘Admin’ tab under ‘Maintenance’.



Next be sure to select a due date for the task. You may also add a 
description if necessary in the area shown, to help explain any additional 
details associated with the task that you would want the employee to know 
about.



To invite or notify other contacts of a particular task, you may select the ‘Invites’ 
button.



Once you have selected the invites button, you are able to then select a contact, 
choose ‘Add’, and click ‘Ok’ to save and invite the contact.



Once you have finished filling out the information associated with the task, 
you may click ‘Save and Close’ to save the task as pictured here.



Your Task will then appear within your task list.





To add or edit any information to an existing task, you may select the 
‘Task’ and choose ‘View Details’ to access and edit the task.
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