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TASKS

The Tasks section is where you can assign your team to-do items (like uploading a document or watching a training video) and track their progress.

Tabs:
Organize your tasks with
custom tags.
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Add Task(s):
Click here to add a new task, or pick
an existing one from the library.

Library:

View your library of group tasks
here (refer to page 4 for more
details).

Assign:
Assign an existing task to additional
providers or coordinators.

Edit:
Make edits to an existing task.

Archive:

Finally, click here to complete
and archive a task.
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Creating an Individual Task.
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| 1 Add:
Add Task B Click the Add button to
+AddTask = ElLibrary create a new task or select
. All: ) Providers | ) Coordinators | ) Recruiters from the libra ry.
2) Assigned To:
Select the provider or coordinator (or
both) to whom you're assigning the task.
L Status N
Priority: N T Status
Set the rlorlt O.Fthe task b ChOOSiﬂ . : oW : B SRR ... ..« esere e 4 us. o
low megium >c/)r high from tﬁe drop- J 6 Medicare Payorfare.. R Choose an initial status for the
dOV(/ﬂ. , 1806 Medicare PayorEnr... nofl Due Date Tag + (@ tagk_
; Due Date. ......................................... 1812 Medicare-PayorEnfat 5 mm/dd/yyyy | cocesccocasscscansoacaesnacocassccas: +[_T,"x ..................................... 6 Tag:
Set a due date for your provider(s) or 1856  Medicare PayorEnr... ni + @ x ?rgag'ze.tasks by ErtOJekCt ?r
" Share e IVINg €eaCn 1tasSK a tag.
coordinator(s) to complete the task. - T + 7 x ype by giving 9
S h ATE: e cooooocomm0n: 7 Coordinator(s) ‘
. 1873 Onboardi A &
Select whom you want to share this task moere X
with (coordinators or recruiters). 1837 Onboarding ~ Fal TaskName + @ %
TaSk Name: .......................................... y [ = ]2 boooooonooaoood Onboard.{.n.g. .......... yi 8 + C/; x
Name your task. .
y 1849 Onboarding F Notes + (@ %
1851 Onboarding A + (@ %
I« 4 |1 [1» M 1-11of 11 items
O et 9 Notes:
Add a short description of the
task here.
Attachment
N, = Attachment:
pocument | ~ | | Choose File | Nofile chosen If desired, attach a file or

include a link here. When
the assignee clicks on the
file or link, the task will
automatically be marked
3 - complete.
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Creating Group Tasks.

Start Here
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L bt
PP S 1 Library:
Click here to add a new group task (a
task with multiple steps).
All
Id ;': Task Library
P 3 2) Add Group:
Click here to create the group.
1969
1971 :

Add Task Group

3 Group Name: .......................................................................................... 3 Group Name
Give your group task
d Name.
cancel | save [ D Save:
—' GIVG yOUF grOUp task d Nadme, theﬂ C|IC|(
save.
M« < 12 [1» »l 50 4 |items per page 1-2of 2 items
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Go on to the next slide to add each step to your group task.
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Creating Group Tasks - Part Il.

2) Priority:
Set the priority level of the task.

4) Share:
Select the people with whom
you want to share the task.

6§) Due (# of Days):
Choose how many days the
assignee has to complete the
task from the assignment date.

For example, if you pick 2 days
here, then assign the group
task on Jan 2, this task will be
due on Jan 4. Each task can
have a different due date.
When you assign the group
task, just leave the main due
date blank, and each task will
automatically be filled with a
date based on the number of

days picked here.
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Add Steps:
Click here to add tasks to the group.

Status:
Set an initial status for the task.

Tag:

When you make a tag for your
task(s), it will create a tab with that
tag name across the top for easy
filtering.

Task Name:
Give you task a name.

Notes:
Enter instructions or any required
links for the task here.

Alerts:

Check this box to get color-coded
alerts when the due date
approaches.
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Tracking the status of your Tasks.
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+ Add Task = Library

All Facility Application

Group Task Name Created By Assigned To Task Status Attachment

id
L I D G D

2006 Medicare Payor Enr... Complete Form 855I Yasi Givechi Yasi Givechi Open + (@ X
2003  Medicare PayorEnr... Comd Ensure Receipt oprplicationo + (@ X
1) Select Task: :
. ; 2 Medi P Enr... b 4
Clle on the taSk name to view 007 edicare Payor Enr... subm Notes: Please complete by due date and send back asap! ’ Py ‘ + (¢ %
details aboutthe task ol 2004....... Medicaze Payor.E( 1  Ensul + (@ x
2005  Medicare PayorEnr... notify Atachment: + (@ x
2 StatUS: ...................................... 2m2 ....... Medltampaybrfnr..(:ht‘d .. ASS‘W To Pﬂoﬂty Status » Due Date LastUpdated N +B‘x __________________________________________ 3 Edit TaSk:
When the assignee opens the new il A — Click here to view a task or
task, it will change to “In Progress.” Jane Doe Low New 06/22/2017 06/21/2017 AT xO make edits.
If you added an attachment or a : *
link, the task will mark as Edit Task
"Completed” when the assignee
CliCkS on it. ‘ Assigned To last updated: 06/21/2017
I« < - 1 P q Yasi Givechi (reports@modiohealth.com)
Priority Status PP | Status:
ow s] (i Progress X You or the assignee can edit
the status of the task here.
Due Date
06/25/2017
Notes
—
£~
Attachment
o

Notify by e-mail:

Yasi Givechi (reports@modiohealth.com)
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Please call us if you have comments or feedback.

Online: Sign in to chat live
Call us: 844.696.6346
Email us: Support@modiohealth.com
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