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Welcome to the Chainformation user guide. In this version of the Tasks manual, we will learn how to
create new tasks and manage your existing tasks.

Chainformation allows you to create private tasks that serve as personal reminders for your daily,
weekly tasks, etc. Likewise, you can assign different tasks to your individual colleagues or all
colleagues associated with selected roles and locations.

A task can be assigned low, medium or high priority, making it easier for assignees to determine which
tasks to prioritize. Assignees can move a task to the In progress or Completed status based on the
required work done for the task. Task owner can move a task to the Cancelled status or the Archived
folder if the task is no longer relevant.

You can also create automated and one-time tasks from the Checklists and Audit checklists modules to
take actions for deviation and skipped checkpoints from a checklist/audit iteration. See the user guide
for Automated Tasks

Tasks module also has an integrated Reports dashboard to track progress on tasks assigned to
different staff members, roles and locations. A separate user guide is added for Tasks Reports
dashboard with detailed instructions on how to review and manage tasks reports data from current
and completed tasks.

NOTE to SUPERADMIN: You must first make the proper settings for the Tasks module in your system
setup to control which Roles in your organisation are allowed to assign tasks to other users and see
reports of these tasks. See the User Guide for Roles Administration

Here is a list of all the features of the Tasks module that we will discuss in this manual.

Create @ NEW TaSK.....ci it e et e e e e e e et e e e e e e e e e et e e e e e e e e e s nneaeneeaaeeeaannrreeeeaan 2
View and Manage Your EXIStiNG TaSKS........cuuuiiiiiiiiiiiieeeeee et e e 6
01014 =Y o1 = ] TP PP OT OO UUPPPPPRPPPRt 6
Change @ task STAtUS..........eeieeiiie e e e e e 8
COMPIELEA TASKS......oeiiiiieeieeeeeeeeee e ——— 9

(0= T g L7 =Y | [=To i =TS S PEERR 10
View and Edit Task details. ..o 11
Add staff members 10 @ task..........ooooo e 15
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Send reminder for an incomplete task.........ooo 18
AFChIVE @ 1ASK oo ——————————— 18
Manage Your ArChived TaSKS. ........uueiiiiiiiiiiiiie ettt e e e e e e e e e e e e neeeee e s 19
Manage Automated Archived TasKS..........ciiieiiiiiiii e e e e e e e e e e eeeeeenns 21
Restore a task from your ArChiVe...........ueueeiiiiiiieeeeeeeeeeeeee e, 22
Delete a task permanently.............eeeiiiiiiiii e 22

Create a New Task

Once you have logged in to the Chainformation platform then follow these navigation steps to create
a new task.

1. Click the Tasks button in the profile menu to open the Tasks page.

Search

#®  support Account v e

sze  Support Office

Home Current tasks Completed tasks Cancelled tasks Archived tasks Reports @'}

—
Pages
© Filter: (Assignedtome @)  Privatetasks @  Assignedbyme @ Sortby: Deadline v Q search

Files

User manual review 6 Deadline: 2026-02-20 High priority
Forms

Please review the progress on new user manual setup and give us a completion estimate.

Tasks (m (2]
% Inprogress - Assigned to: | §, Support Account

Forum © 1 Comment N
Our organisation
System setup Roles assignment o Deadline: 2026-02-23

Please review your staff performance and submit the review report
User activity

Checklists 2.0

Audit checklists
) Not started - Assigned to: 24 2roles @t 5loca

3 staff members in roles and locations.
Qand ame

You will be redirected to the Current tasks tab by default.
2. Click the (+) icon in the top-right corner of the Current tasks page to add a new task.

This will open the New task page.
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Cancel New task

Front door maintenance
O CBIUEEWD®

Handles and locking mechanism on front door of store need repair. This should be fixed by the end of this week. The door should be working

properly before the visit of audit team next week

Priority
@ielect priority for this task
Select priority*

Medium priority

7

Assign task
Private task -~
Assign the task only to yourself. e
202

_)© Assign staff members
Assign the task to selected staff members.

e
2| @
4

Select staff members*

.}© Assign roles and locations
Assign the task to all staff members with the selected roles in the selected locations.

(a ]—) Select roles*

07 Full Time Staff ®

9( b ]‘b Select locations*

Bl @

Newquay ®
Deadline m
2026-02-22 =

10(3) YYYY-MM-DD

If you are accessing the platform from the Chainformation companion 2.0 app on the phone, you can
access the New task page by clicking the respective option from the FAB menu on your home screen

or Tasks module.
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Q m < Tusks\

Gym Manager

E Current tasks 2]
Hi look at this

: @ Completed tasks
,:{> snce  TooLs

nﬁ.
N 0 Cancelled tasks

Q OLikes (O 0Comments @ 3Views

Gym Manager edited this B Taskreports
New forum post (=]
Gym Manager ..
" "
Weekly Safety Inspection and Cleaning Overview Write a post 4
- ;

S -
-0 o
s » ~Q

News

On the New task page, follow the navigation steps demonstrated below to create a new task for
yourself or your selected colleagues.

3. On the New task page, enter a task name. This should be explanatory, short and concise.
4. Enter a brief presentation (if needed) of the new task in the Description field.
4(a). You can use the toolbar options to format text and add links in the description field.

4(b). You can upload a file from your device or Chainformation File Manager to attach it with the new
task. See the User Guide for Files

5. You can define priority of the new task by selecting either of these three options:

e Low
e Medium
e High

Note: All tasks have the default Medium priority unless you select another option.
6. Under the Assign task heading, choose who you want to assign this task.

7. You can assign the task to yourself by selecting the Private task option.
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Note: A private task is just like a personal reminder and no other user on the platform will receive a
notification for this task or can see it.

8. You can assign the task to your selected colleagues by selecting the Assign staff members option.
8(a). Select the colleagues you want to assign this task from the “Select staff members” dropdown.

9. You can assign the task to all staff members with the selected roles in the selected locations by
selecting the Assign roles and locations option.

9(a). Select the roles you want to assign this task from the respective dropdown.
9(b). Select the locations you want to assign this task from the respective dropdown.

FYI, you can also use the Search feature to find a colleague, role, and/or location based on any of the
available data/information. See the User Guide for Search

Remember, the users, roles and locations you can assign a task depends on the level your role has
been assigned for the Tasks module. See the User Guide for Roles Administration

For example, you can assign a task to anyone in the organisation as a super admin. However, if you are
a local manager, then you can assign a task only to the people related to your respective location.

Users with only Read and no Share access can only create private tasks for themselves. These users
can’t assign tasks to any colleague, role or location.

10. Enter a deadline (if required) in the mentioned date format for this task or select it from the
calendar form.

11. Now, click the Save button in the top right corner of the New task page to assign the task to
yourself or your selected colleagues.

View and Manage Your Existing Tasks

Once you have opened the Tasks page as demonstrated in the previous section, you can review and
manage the tasks assigned to you by your colleagues, your private tasks, and tasks you have assigned
to your colleagues.

Here’s a summary of the information available on different tabs of the Tasks module and the actions
you can perform for these tasks.
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Current tasks

1. By default, the system will redirect you to the Current tasks tab on the Tasks page where you can
view your Not started and In progress tasks under three different categories:

1(a). Assigned to me (Tasks assigned to you by your colleagues)
1(b). Private Tasks (Tasks you’ve assigned to yourself)

1(c). Assigned by me (Tasks you’ve assigned to different staff members, roles and locations)

#®  support Account ¥
S t
earch e Birmingham 9

Home Current tasks Comps Cancelled Archived tasks Reports
Pages - : o
g Filter: Private tasks @) Assigned by me @ Sortby: Deadline + Q search G(b)

Files

User manual review 6 Deadline: 2026-02-20 High priority

Forms
(RIS riccse review e progrees on new uses manualsetup and gve us  compleson atimate
Tasks (5] A
- e -
Z Inprogress - ( ) Assigned to: m
Forum =
D 1 Comment
Our organisation

System setup Improve reception material 6 Deadline: 2026-02-22

vOu‘ve been assigned this task because:
User activity John Storemanager in Birmingham reported the checkpoint Restocking in Daily gym opening as Not OK.

Checkpoint comment: Reception counter looks messy

Checklists 2.0 (1]
Audit checklists Added task description - 1‘”/
Please review the available promotional material and order them preporly. I -
i =
Send SMS L

[ Not started v Assigned to: 2, 03 HQ Management Team %} Birmingham

3 staff members in roles and locations. ®

(O 0 Comments

2. You can quickly access the Current tasks tab from your To-do feed on the Chainformation
companion 2.0 app on your phone.

(3) Remember, Assigned to me and Private tasks are both shown in the same “My tasks” tab on the
app.

(3a) You can choose to view tasks from only the “Assigned to me” or “Private tasks” category by
selecting the relevant filter option on the My tasks tab.
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= Q m,
Eo L
Checklists 2.0 Audit checklists
=8 o
Forms Tasks
EO
User request
X Filters
Categories
D Assigned to me
° O Private tasks
- Reset Appl!
2 ® # = PP

To-do

4. Current tasks are sorted based on nearest to farthest deadline by default.

4(a). You can also sort these tasks based on their status (Not started, In progress) or priority (High,
Medium, Low).

5. You can also use the Search field to find a task based on any of the available data/information. See
the User Guide for Search

6. On the Current tasks tab, you can view important information for each task including:
6(a). Task deadline (if any)

FYI, red text color indicates the task passed its deadline and not completed yet i.e. has “Not started”
or “In progress” status.

6(b). Task priority
6(c). Task description and attachments (if any)
6(d). Task status

6(e). Staff members assigned to a task
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6(f). Roles, locations selected for a task and staff members from these roles, locations, ultimately
assigned to the task

6(g). Number of comments added to a task

7. Additional task intro, checkpoint comment and attachments (if any) are also shown for automated
tasks created from the Checklists 2.0 and Audit checklists modules. See the User Guide for
Automated tasks

Change a task status

8. You can change the status of a current task from the relevant field on the task card in the list.

Current tasks Completed tasks Cancelled tasks Archived tasks Reports

Filter:  Assignedto me @ Private tasks @  ( As Checklists 2.0 @ ) Forms @ Tasks € 2 Requests @

Completed

Front door maintenance

Handle and locking mechanism on front door of store n LT Task 17 Status LT Priority 1T category 13 Deadline
before the visit of audit team next week
2 User manual review In progress High Assigned to me 2026-02-20

Improve reception material Not started Assigned to me 2026-02-22

[ ) Not started - J

() Not started

Reminder for vacation pl.. Not started Private task No deadline

In progress
Completed

® cancelled

8(a). When a task status is changed from Not started to In progress and vice versa, it remains in the
Current tasks tab.

8(b). When a task status is changed from Not started or In progress to Completed or Cancelled, it’s
moved from Current tasks to Completed/Cancelled tasks tab.

Remember, only the task creator/owner can change its status to “Cancelled”.

FYI, automated tasks generated from the Checklists 2.0 and Audit checklists modules are owned by
the system in the Tasks module. So, no user can cancel an automated task. Though, users with
appropriate access rights can archive automated tasks from the Reports. See the user guide for

Automated Tasks Reports

9. You can also change the status of Not started or In progress tasks to “Completed” from your To-do
list on the Chainformation website platform.

9(a). Go to the Tasks tab on the To-do panel to complete the required tasks.
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9(b). Check the checkbox next to one or more tasks you want to complete.
9(c). Click the Completed button to change the status of the selected tasks to completed.

Note: Staff members assigned to a task don’t have to change its status individually. When someone
changes a task status, it’s updated for all assignees at once.

A task owner/creator can always change its status even if they have not assigned a specific task to
themselves.

Completed tasks

10. You can view your completed tasks on the Completed tasks tab of the Tasks page under the same
three categories as on the Current tasks tab i.e.

10(a). Assigned to me
10(b). Private Tasks
10(c). Assigned by me

Note: Completed tasks are moved to Archived tasks automatically after 30 days of completion. So, you
can only find tasks in the Completed tasks tab that are completed in the last 30 days. See the User
Guide for Archived tasks

Current Ia Completed tasks Cancelled tasks Archived tasks Reports
Filter: ( Assignedtome @ Private tasks @) Assigned by me @ Sort by:  Completion date « Q, search

Roles assignment te Deadline: 2026-02-23

Please review your staff performance and submit the review report.

[ Completed a ]4—@ @Comp\eled by: 0 John Regionalmanager

Completed: Today, 15:30

(™ Not started

X In progress

Completed

11. The name of the staff member who completed a specific task and its completion date, time is
shown in this task info on the Completed tasks tab.

12. Completed tasks are sorted based on the newest to oldest Completion date by default.
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12(a). You can also sort these tasks based on their deadline or priority (High, Medium, Low).
13. You can change the status of a completed task from the relevant field on the task card in the list.

13(a). When a completed task is reopened i.e. its status changed from Completed to Not started or In
progress, it’s moved from Completed tasks to Current tasks tab.

13(b). When the task owner changes its status from Completed to Cancelled, it’s moved from
Completed tasks to Cancelled tasks tab.

Cancelled tasks

14. You can view your cancelled tasks on the Cancelled tasks tab of the Tasks page under the same
three categories as on the Current tasks tab i.e.

14(a). Assigned to me
14(b). Private Tasks
14(c). Assigned by me

Note: Cancelled tasks are moved to Archived tasks automatically after 30 days of cancellation. So, you
can only find tasks in the Cancelled tasks tab that are completed in the last 30 days. See the User
Guide for Archived tasks

Current tasks Completed ta k14 Cancelled tasks Archived tasks Reports

Filter: ( Assignedto me @ Private tasks (@ Assigned by me @ Sortby: Deadline « Q_ search

Random task o Deadline: 2021-02-16

[@ cancelled - ] Assigned to: (L] ©

(O 1 Comment

(*] Not started E

X Inprogress

Completed

15.Cancelled tasks are sorted based on nearest to farthest deadline by default.
15(a). You can also sort these tasks based on their priority (High, Medium, Low).
16. You can change the status of a cancelled task from the relevant field on the task card in the list.

Note: Only the task creator/owner can change its status to “Cancelled”. But, assigned staff members
can change the status of a cancelled task to another status.
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16(a). When a cancelled task is reopened i.e. its status changed from Cancelled to Not started or In
progress, it’s moved from Cancelled tasks to Current tasks tab.

16(b). When a task status is changed from Cancelled to Completed, it’s moved from Cancelled tasks to
Completed tasks tab.

View and Edit Task details

1. You can view details of a task by clicking its name/card on the relevant tab and category in the Tasks
module.

You can also access the details page of a task by clicking its name from the Tasks tab on the To-do

#0  Support Account ¥ o
e Birmingham
Current tasks Completed tasks Cancelled tasks Archived tasks Reports
——
Filter: ( Assigned to me @ Private tasks @) As [ Forms @ Tasks @ 2 Requests @
Checkpoint comment: Reception counter looks messy
Added task description 1T Task 11T Sstatus 1T Priority LT category 13 Deadline
Please review the available promotional material and or
5 Random task Not started Assigned to me 2021-02-16
Improve reception material Not started Assigned to me 2026-02-22
[ Not started v
m-) User manual review In progress High Assigned to me 2026-02-24
Reminder for vacation pl... Not started Private task No deadline
User manual review e Deadline: 2026-02-24 High priority

Please review the progress on new user manual setup and give us a completion estimate.

2. On the Task details page, you can review its full description and attachments (if any).
3. You can review the task deadline (if any) and priority.
4. You can review and change task status (if required) from the relevant field on the task details page.

5. You can review all status changes and other user activity on the task log. A task log might include
entries for:

e C(Created task
e Updated deadline

e Updated priority
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o Added user to task

e Started task

e Completed/Cancelled task
o Reopened task

® Archived task

® Restored task

Close User manual review

a)
Task details Deadline: 2026-02-24  High priority Status In progress
Please review the progress on new user manual setup and give us a completion estimate.
Z Inprogress -
Comments (4) ~ ~
e Task log ~
M, Support Account .
e 2026-02-19,16:27 ° 20260223 1334
Manual update is in progress and will be completed soon. Dmitriy N
® [ Updated the deadline
O Reply
2026-0221.17:26
Luigi Forza M, Support Account

2026-02-20, 20:51 ##e X Reopened the task

Updated user manuals will be sent next week.

O Reply

2026-02.20, 20:51
Luigi Forza

Completed the task
M, Support Account

fhe 2026-02-21,17:27 N 2026-02-20, 19:20
Task is reopened until the update is complete. M Support Account
dre 2+ Added Luigi Forza to the task
 Reply 1

2026-02-19, 15:41

Dmitriy N ™, Support Account
'@ Today, 13:05 sre X started the task
® Support Account  OK
Thanks for the update Foaezssas
O repl Dmitriy N
eply

® (& Created task

Add comment D CBJIUEETRQMe 2B

6 Assigned staff members ~
First draft will be ready tomorrow. >

™, Support Account
&4e Birmingham
m Luigi Forza
Milano

@* Add staff members

Created by

Dmitriy N
'@ 2026-02-19,15:34

Last edited

Dmitriy N
e Today, 13:34

6. You can view Assigned staff members on the task details page if this task is assigned directly to
selected staff members.
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7(a). You can view Assigned roles and locations on the task details page if this task is assigned to
selected roles and locations.

7(b). Staff members from these roles, locations who are ultimately assigned the task can be viewed on
an overlay by clicking “x staff members” label.

Assigned staff members

Anders Hall
’ Roles: 05 Site Manager / Franchisee, 01 SuperAdmin
Locations: Edinburgh, Manchester, Milano +9 locations

John Regionalmanager
Roles: 04 Regional Managers

Locations: Manchester, Support Office

Support Account
’ Roles: 04 Regional Managers, 01 SuperAdmin + 1 role
® Locations: Edinburgh, New York + 4 locations

8. You can view comments added to the task, and add a new comment to it on the Task details page.

Commenting on a task is similar to writing a News/forum post. Just like a post, you can customise
your comment on a task using various typographical and attachment options. See the User Guide for
News and Forum Posts

Add staff members to a task

9. When a task is assigned to selected staff members, these task assignees can add their selected
colleagues to the task by clicking the “Add staff members” button below the Assigned staff members
list (item 6).

9(a). This will open the Add staff members overlay where the current user can select their colleagues
from the dropdown and add them to the task.
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Add staff members

Add staff members

‘ (5 John Demouser ®

Support Account

, Roles: 01 SuperAdmin + 2 roles
® |ocations: Birmingham, Edinburgh + 4 locations

Luigi Forza
Roles: 07 Full Time Staff
Locations: Milano

A staff member added to the task by an assignee can change its status and add comments like other
assigned staff members.

Note: Assignees can’t add new staff members, roles or locations to a task assigned to selected roles
and locations. Only the task owner/creator can add, remove roles and locations from these tasks by
editing the task. See the User Guide for Edit task

Support Account ¥
£ Birmingham o

" Close | Front door maintenance
Gol ) L
| L # Edittask
a\l B
Task details % Deadline:2026-02-22  Medium priority Status @_) LY Send reminder
Handle and locking mechanism on front door of store needs repair. This should be fixed by the end of this week. The door | m@? T Archive task
should be working properly before the visit of audit team next week. i N ——

”»

o Task log ~
—

2026-02:23,19:30
Support Account
@ [9) Reopened the task
2026-02:23,13:02

Comments (0) v John Backofhouseteam
Completed the task

2026-02-20, 15:22
Support Account
@ (2 Created task °

Edit task

10. Task owner can edit it by clicking the Edit task option in the top-right corner of the Task details
page.
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This will open the Edit task page where you can update its name, description, media, priority

assignees, and/or deadline as demonstrated in the previous section. See the User Guide for Create a
New Task

Cancel Edit task: Front door maintenance m

Task name*

Front door maintenance

Description

Handle and locking mechanism on front door of store needs repair. This should be fixed by the end of this week. The door should be werking
praperly before the visit of audit team next week.

Priority

Select priority for this task.
Select pricrit*

Medium priority

Assign task

Private task

L]
Assign the task only to yourself. e
Assign staff members
Assign the task to selected staff members
@ Assign roles and locations
Assign the task to all staff members with the selected roles in the selected locations. W

Send reminder for an incomplete task

11. Task owner can Send reminder to the assigned staff members to complete the task from the
options of current tasks i.e. tasks that have Not started or In progress status.

Archive a task

12. Task owner can move it to the Archived tasks tab by clicking the Archive task option in the
top-right corner of the Task details page.
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Archive task

Are you sure you want to archive this task?

Archived tasks can be restored, but will be automatically and permanently

deleted after 3 years if not restored. 12(
a)

. v

When a task is archived, it is removed from the Current, Completed or Cancelled tasks tabs of
assigned staff members.

Task owner can’t edit the archived task or send reminders for it until it’s restored from the Archive.
Task assignees can’t change status of the archived tasks, add comments or new staff members to it
until it’s restored from the Archive. See the User Guide for Archived Tasks

Remember, only the task owner/creator has access to the Edit task, Send reminder and
Archive/Restore task options on the task details page. Though, other users with appropriate access
rights can send reminders for tasks from the Reports. See the user guide for Tasks Reports

FYI, automated tasks generated from the Checklists 2.0 and Audit checklists modules are owned by
the system in the Tasks module. So, no user can edit an automated task. Though, users with
appropriate access rights can archive automated tasks from the Reports. See the user guide for

Automated Tasks Reports

Manage Your Archived Tasks

Once you have opened the Tasks page as demonstrated in the previous section, you can review and
manage your archived tasks on the “Archived tasks” tab.

1. By default, the system will redirect you to the All tasks filter on the Archived tasks tab where you
can view all archived tasks from different statuses and categories.
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=0  Support Account ~ o
e Birmingham
Current tasks Completed tasks Cancelled tasks Archived tasks Reports
——

Archived tasks )
Completed and Cancelled tasks are moved to Archived tasks automatically after 30 days.

Select tasks from the list and choose to either restore or delete them permanently.
= Restore task: A restored task will reappear in the Current tasks, Completed tasks or Cancelled tasks tab, depending on its status.

= Delete task: A permanently deleted task is gone forever - use this option to tidy up your archive.
bsks are automatically and permaned after 3 years. @

With selected v Filter: ( Alltasks € Assignedtome @ Private tasks @ Assigned by me @) Q Ssearch
D Restore tasks @ lz(d) l. R ‘.
1T Status LT Priority IT category 1% Archived

O Delete permanently

Check fire safety equipment Assigned to me Today System
Check POS system In progress Assigned to others “@ 2026-02-23 Support Account
Randcmtask Not started Ass‘\gned by me 2026-02-23 Support Account

Assigned to me

9 Restore
Delete
El
permanently

2. You can see the status of each listed task when it was archived, its priority, category and the date
when it was archived.

3. Archived tasks are sorted based on nearest to farthest archived date by default.
3(a). You can also sort these tasks based on their status, priority or category.

4. You can also use the Search field to find an archived task based on any of the available
data/information. See the User Guide for Search

5. You can choose to view tasks from only the “Assigned to me”, “Assigned by me” or “Private tasks”
category by selecting the relevant filter option.

4. You might also see some archived tasks with the “Assigned to others” category label in case you
have archived automated tasks assigned to your colleagues from Reports. See the user guide for
Automated Archived Tasks

7. You can click on an archived task to see more details including the task log, assigned staff members
or roles, locations and comments added to the task.
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Close Random task >
= This task is archived. You need to restore it before making any changes Restore task ‘
Status Not started
Task details 6 Deadline: 2021-02-16
Comments (1) A ilo Tasklog ~
M, Support Account 2026-02-23, 19:54
Sxe@ 2021-11-01,19:33 M, Support Account

Please complete the task asap 2@ T Archived the task

20260220, 20:49
John Demouser
[*) Reopened the task

2026-02-10, 12:29
M, Support Account
1@ ® Cancelled the task

Remember, you can’t make any changes to the archived task until it’s restored from the Archive.

Note: You can’t click on an archived task assigned to your colleagues i.e. automated archived tasks
with the “Assigned to others” label. Though, you can restore it from the Archive or permanently
delete it.

Manage Automated Archived Tasks

Remember, only the task owner/creator can restore it from the Archive or permanently delete it.

As mentioned above, automated tasks generated from the Checklists 2.0 and Audit checklists
modules are owned by the system in the Tasks module. So, we’ve have some special rules in place for
automated tasks that allow assignees of these tasks and other users with appropriate access rights to
Archive/Restore automated tasks or permanently delete them.

A user has access to the Archive/Restore and Delete permanently options for an automated task if this
user has rights to

® see this automated task report
e share new tasks to all assigned roles and locations or staff members

Restore a task from your Archive

8. To restore a task from your archive, click the "Restore task” button in the banner on the task view
page or options menu.

https://chainformation.com/userguides



https://chainformation.com/userguides

ﬂ CHAINFORMATION

Stick to your concept

8(a). When a “Not started” or “In progress” task is restored from the Archive, it’s moved back to the
Current tasks tab.

8(b). When a “Completed” task is restored from the Archive, it’s moved back to the Completed tasks
tab.

8(c). When a “Cancelled” task is restored from the Archive, it’s moved back to the Cancelled tasks tab.

Now, the task owner can edit this task or send reminders for it and assignees can change its status,
add comments or new staff members to it.

Delete a task permanently

Remember, an archived task is automatically deleted from the Archive after 3 years. You can also
manually delete an archived task before this period.

9. To delete a task from your archive, click the "Delete permanently” option for this task from its
options menu in the archived tasks list or its view page and click the “Delete” button on the warning
dialog to confirm your action.

7 Delete task

This action is irreversible. Are you sure you want to delete this task?

Now, the system will remove the deleted task from its database permanently and you can never

restore it.

10. You can also restore/delete two or more tasks together by selecting these tasks from the archived
tasks list and clicking the relevant option from the “With selected” dropdown.
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