OPERATE - TASKS

The following describes the functionality and features included in SQM.

Objective

The objective of this page in SQM is to provide an individual user with an overview of tasks that the
individual user has completed or the scheduled tasks which must still be completed.

Page position

TASKS can be found in the OPERATE module.
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Page content

This page includes a table that contains the following types of tasks for the individual user:

e Automatic tasks, either completed or still to be completed by the user; and

e  Manually created tasks completed by the user.

Note that individual users can only see their own tasks; they cannot see the tasks of any other users.

1. Automatic tasks

When the completion of tasks have been scheduled with specific frequency in the DESIGN module, these
tasks will automatically be created on the user’s OPERATE TASKS page at the set dates and intervals.
Note that the frequency of the task is set when designing the linked PROCEDURE RESPONSE, while the
content of the form to be completed, is set when designing the TASK itself.

Automatic tasks will only be scheduled once the relevant procedure responses and their linked tasks have
been approved and published to OPERATE SoQM.

2. Manually create a task

Manual tasks are those tasks that have been assigned to a user, but which cannot be scheduled at a
specific frequency.
Users create manual tasks when required by the relevant circumstances.

The user creates a new manual task by using the ‘add a new item’ feature.

To create a new instance of a task, click the QUICK CREATE button.
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Select TASK to create a new manual task.
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A dialog with all the available tasks, allocated to the user, will be activated.
Add a description to differentiate this task from other similar tasks.

Select the specific task to be created.
Click CREATE

HOme s

Create new task

Desc

CPD plan February 2023

Q a

CPD pian at start of year
Al professional staff must
submit theie CPO
reflective plan to the fiom
a3 avidance of their
reflection on their
competence and the
planned €PD activites for
the year

Gifts or other inducements
FORM 1o be completed

by esch staff member
when receing or
offering gits or other
inducements.

nnual ethics declaration by perscanel

#ORM to be completed
by each member of
personnel 1o declare any
ethical matters
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While adding the newly created task in SQM, a new tab opens in the web browser and reflects a form that
the user must complete and submit before the task can be finalised.

3. Delete a manual task

Manually created tasks can be deleted while their status reflects as ‘In Progress’.
If a task has already been submitted, the task cannot be deleted.

To delete the task, navigate to the task table and click the delete button.
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A dialog will confirm that the task can be deleted. Select DELETE.

Delete Task?

Are you sure you want to delete this task?

CANCEL DELETE

4. Edita task

Tasks can be edited while their status reflect as ‘In Progress’.
If a task has already been submitted, the task cannot be edited.

To edit a task, navigate to the task table and click the edit button.
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The task form will open in a new browser and can be completed and submitted.

COMPLETING A TASK FORM
The new tab reflects a form that the user must complete and submit before the task can be finalised.
For example, the task to upload the user’s CPD reflective plan is reflected on the form.

m CPD plan at start of year & v Detalle

o e e Descripion PO plan February 2023
EngapementType  Business Servies

- Creswday Jusneschreuder
Created 0770
WorkhowStags 1 InProgress

Link to CPD reflective pisn fer 2023 (start of yean) *
v Assigned
Asigned

m Juane Schreuder

> Discussions

> History

Fields indicated with a red asterisk (*) indicate fields that must be completed before the form can be
submitted.
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Divisicn of Adapt IT(P 12:02PM

namiE

Juane Sciveuder

Link to CPD reflective pian for 2023 (start of yesd ]

Complete the required fields and click SUBMIT to complete the task.

m CPD plan at start of year

Name *

[ ssnescvesce |

Link to CPD reflective plan for 2023 (start of year)

5.t oo comidrie folders k5K K |

The status of the form changes to ‘submitted’ and the tab can be closed.

E CPD plan at start of year
CaseWare Africa Content Providers, A Di AtIT(P 1

Name *

Juane Schreuder

Link 1o CPD reflective plan for 2023 (start of yean) *

it elrve. gaoghe.com/deive. Tolders/dkfjacsdl gs:difias; kfy

In closing the tab, the SQM now shows the status as ‘submitted’.
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~ Details

Description €PD plan Februzrry 2023
EngagementType  Business Services
Created 8y Juane Schreuder
Created 12:02PM

Workflow Stage @ inProgress

~ Assigned
Assigned

Juane Scheeuder
> Discussions

» Tasks

> History

 Details
Description CPOplan February 2023
EngagementType  Business Senvices
Created8y Jsane Schreuder
Created 10:27AM
WorlflowStage 8 In Progress

v Assigned

Assigned

Juane Schreuder

v Discussions

(@ e Schrecer sarad  icomsion i hesibjectof e same sty 3028 AM

Thiss 2 sample activity from SQM when an activity is created
> Tasks

> History

~ Details

Description CPO plan February 2023
Engagement Type  Business Services
Created By Suane Schreuder

Crasted 10:27 40

iondion Stage W Submitted
~ Assigned

Assigned

Juane Schrsuder

> Discussions

> Tasks

> History
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Page Outcomes

Users will use this page in SQM to record their manually created tasks and to complete their automatically

scheduled tasks.
All outstanding tasks should be completed and submitted in this page.

Features

The following features are available on this page:
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e  Working with tables, which includes filter, sort, group, column chooser, expand, see page XXX;
e Export all data, see page XXX; and
e Addanew item, see page XXX.
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