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SureClose — Add a Task

Quick Reference

Card

Add a Task

Meost of your tasks will be added to your file based on the
template selected to create the file. However, you can manually
add tasks as nesded.

Steps

1. On the navigation pane, click Files. Recent Files open at the
top of the navigation pane.

2. Locate the file you want to work with.

With the file opened, click Tasks.

4. Click Add.

o

Mote: If the file does not have an existing task (see image
below), the Add button will not be active. Conlinue to Step 5
and complete the following fields.

5.  Under New Task Entry, complete these fields:

*  Task Name - type the task name.

+* Description — type the task description.

*  Folder — select the folder to place the task under. If
neaded, add a new folder.

*  Status — select the task status from the list.

*  Deadline Type — Select the deadline type from the list.

* Deadline Type — Select the deadline type from the list.

Hote: Other fields may become aclive depending on the
Deadline Type selected. For example, Due Date and Time
fields only display for tasks assigned the Deadline Type,
Fixed Deadline.

*  Due Date —type the date the task is due.
*  Time —enter the time of day the task is due.
+* Respongzible Role — salect the role of the perzon
responsible for completing the task from the list.
*  Record this task on the Activity Log — sslect if vou
want to record the task on the Activity Log.
6. Under Tagk Permissions, assign file permissions for each
party listed.
* Viewable to all parties with access to this file — select
o allow all parties on the file to view the task.
*  Full Control — (default) select if the party can add, =dit
or complete tasks.
* Mo Access — selectif the party cannct view tasks.
*  View — select if the party can only view tasks.
*  Edit — select if the party can add, edit or complete tasks
(same a3 full contral).
7.  When finished, click Save or Add Another to add ancther
task. The new task is added to the Tasks page.

Mew Task Entry

* Required Fields

TaskMNama: * Dagcripion:
Folder. <Select a Folder> "
Stalus. <Select a Status> « © DEE?:,L”: <3elect a Deadline Type= L4 i
Responsible Ralz: {Nm S_:;eciﬁeﬂ} hd
Record s task an the Acwty Log
Tack Fermissions
[[] Viewabla to all parties with access to this file
Defara, Sam ; Lockey, Beedie
isenery Ul Gontrol = (Lenger) Tl Control =
Hennessy, Pam : : Pam, Lisa: E
(Site &dmin) No Access (Buyar/Borrowar) Mo Access
Hilton, Mr. Scott : ) Schinieder, Fred .
(Site Admiin) Full Control i) Full Contral -

Single click to sefect o tash. Dowble ciick o edfit Cin + Giick o select tzaks individually. Shif + Click fe select conseculively.
There are no [@SKS on this Tle,

ADD ANOTHER

W E

CAMCEL

© 2015 Stewart. All rights reserved. | (800) STEWART | stewart.com | SISCO-1514-154-23 | 10/15




