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Tip Guide: Tasks - Use the Tasks feature to assign your team one-off to-do items (like making a phone call or watching a training video).

Start Here

Tasks : Organize your 
tasks with custom tags.

Add Tasks : Click here to add a new task 
or pick an existing one from the library.

Library: Click here to add 
a new task, or pick an 
existing one from the 
library.

Actions

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

Edit: Make edits to an 
existing task.

Archive: Click here to 
complete and archive a 
task.



Tip Guide: Tasks - Use the Tasks feature to assign your team one-off to-do items (like making a phone call or watching a training video).

Start Here

Assigned To: Select the provider 
or coordinator (or both) to whom 
you’re assigning the task.

Priority: Set the priority of the 
task by choosing low, medium, 
or high from the drop-down.

Due Date: Set a due date for 
your provider(s) or coordinator(s) 
to complete the task.

Share: Select whom you want to 
share this task with (coordinators 
or recruiters).

Task Name: Name your Tasks

Add Task: Click the Add button 
to create a new task or select 
from the library.

Status: Choose an initial Status 
for the task.

Tag: Organize tasks by project or 
type by giving each task a tag.

Notes: Add a short description 
of the task here.

Attachment: 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 complete



Start Here
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Go on to the next slide to add each step to your group task.
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Tip Guide: Tasks – Creating Group Tasks

3. Group Name : 
Give your group 
task a name.
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Start Here

1. Library
Click here to add a new 
group task (a task with 
multiple steps).

2. Add Group
Click here to create the 
group.

4. Save: Give your group task a 
name, then click save.



Start Here

Click here to add
tasks to the group.
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Tip Guide: Tasks – Creating Group Tasks – Part II 

4. Share : 
Select the people with 
whom you need to 
share a task.

2. Priority : 
Set the priority 
level of 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.

1. Add Steps : 
Click here to add tasks to the 
group.

3. Status: 
Set an initial status for the task.
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9. Alerts 
Select the people with whom 
you need to share a task.

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

7. Task Name 
Give your task a name.

6. 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.



Tip Guide: Tasks – Workflow: Monitoring The Status of Your Tasks

1. Select Task:
From the Tasks Tab, click 
on the task name to view 
details about the task.

3. Status:
When the assignee opens 
the new task, it will change 
to "In Progress.” If you 
added an attachment or a 
link, the task will mark as
"Completed" when the 
assignee clicks on it.

2. Edit Task:
Click here to view a task or 
make edits.

4. Attachment:
Attached a document here.

5. Email:
Check this box to send 
a 1-time email.

6. Save
Click Save to save an 
edits or changes. 



For additional questions or further 
training, contact the Modio Team:

Online:
Live Chat Support

Email:
support@modiohealth.com

Phone:
844.696.6346


