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TRUST SERVICE TRAINING – LEVEL 1 
SESSION 4.5 
 
VIEWING THE TASK REMINDER LIST 
 
Select Task Reminders from the top toolbar 
 

 
 
There are 5 views to choose from by selecting the appropriate tab at the top 
 
You can Complete a task from this screen, highlight task and select Complete 
 
You can Edit a task from this screen, highlight task and select Change 
 
You can Delete a task from this screen, highlight task and use your keyboard Delete button 
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VIEWING THE TASK REPORT 
 
Select Reports 
Select Tasks 
Select Incomplete Tasks 
 

 
 

Select or type the date range for your report 
Select the Manager or leave blank for All Managers 
Select the Trust or leave blank for All Trusts 
Type a Keyword if required, for example ‘Review’ or ‘Gifting’ 

 

 
 
Select Print to print to screen 
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This report can be printed or saved to PDF 

September 22, 2008 

 



 
 

TRUST SERVICE SESSION 4 
Tasks & Calendars 

                              
TASK REMINDERS AT START OF DAY 
 
You can set the Task Reminders screen to appear automatically at the start of day or each 
time you log into the Trust Service 
 

 
 

Action Point: Do you want to change your user settings to see the task list each time you 
log into the Trust Service 
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VIEWING TASKS FOR ALL TRUSTS/SINGLE TRUST 
 
Select Task or Calendar from the top toolbars to view for all Trusts 
 

 
 
 
Select Task or Calendar from the Trust toolbar to view for that Trust only 
 

 


