
Task Engine 

 

1. Create a new task 

● Open the demo site and scroll down to ‘task engine’ and click on 

‘task engine dashboard’  

● Select ‘create new task’ 

 

● Choose who you want to assign 

the task to – can be more than 

one person 

● you can assign tasks to one 

patient or to one employee, or 

to a group. If you create a group, 

you can tick ‘assign individual’ 

you will assign the task to every 

single patient/employee of that 

group 

● Choose when you want the task 

to end 

● when you create a task, it will 

automatically set itself to ‘open’. Later, when you complete the task or the subtasks 

you can set it as complete or in progress 

● Set a task name and describe the task 

● If you want the task to be private, tick this box and only people involved in this task 

will be able to see it. If you want it to be public everyone will be able to see the task 

● Set a related person. E.g. if you set a task to a cleaner to clean a patient’s room, the 

task is assigned to the employee, but the related person is the patient’s room who is 

going to be cleaned 

● Set how urgent the task is – low, normal, high 

● The people who can review the task are the creator, the reviewers, the person 

assigned to the task and the reviewers 

● If you wish to repeat this activity, tick ‘repeat activity’ and then you can choose until 

when the task is going to repeat 

● Then click ‘save’ at the bottom of the page 

 

2. View and edit tasks 

● On the right side of the screen, click on ‘view’ underneath ‘action’ 

● To add a sub task, click on ‘add sub task’ 



● Scroll down to see the task timeline and click on ‘task timeline’. This enables you to 

see the history of your tasks – when it was created, edited, completed… 

 

 

 

 

You can add notes and documents to your task 

timeline by pressing the ‘add note’ button 

 

3. Adding subtasks 

● Click on ‘view’ under ‘action’ 

● Scroll down and click on ‘add sub task’ to add new 

subtasks to the task 

 

4. Dashboard 

● The graph on the dashboard, shows the tasks assigned to you (grey) and the tasks 

you’ve completed (blue) for the last six months 

● Once you complete your subtasks and tasks, you can edit the task and set it as 

completed to update the graph 

Remember to press the ‘save’ button every time you make a change 


