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Overview 

The tasks page is where you can manage all the tasks you have set yourself, tasks others have set you and tasks you’ve set others.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Access your tasks page 

from the navigation 

pane on the left. 

Here you can see your tasks list sorted by deadline. 

You can change the sorting by clicking the heading of 

the column you’d like to sort by and  

 

Edit other settings 

using the cog here. 

Filter your tasks here. 

You can filter by 

pending, in progress, 

completed and more. 
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Creating tasks 

To create a task, click the blue “New Task” button at the top. The following page will appear.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create the title for your 

task 

Input descriptions, 

instructions, useful 

links, resources etc in 

the description box 

Assign the responsible 

person for the task. You 

can also add 

participants and 

observers to the task. 

Add a deadline 

Add attachments and 

links to the task. 

Add a checklist to your task. 

This is very useful for 

breaking down your task 

into smaller items. To each 

checklist item, you can add 

attachments, participants 

and observers. This is useful 

if you want to add someone 

as a participant for one 

checklist item rather than 

the whole task. (see  

Checklist menu 
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Clicking the “More” tab opens up a range of more options. For basic task management you may not require this, however there are some useful features 

that can be used here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add reminders for this 

task which notify you 

via the bitrix app or e-

mail 

Make this a recurring 

task. You can make the 

task to create itself 

automatically daily, 

weekly or monthly. 

Add tags to easily filter 

your tasks. You can add 

tags like “admin” or 

“audit” to help 

categorise your tasks. 
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Task tracking 

Once you have created the task, you can manage the task, edit it and add items to it such as comments, attachments and more. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Add/edit checklists on 

the task 

Click start to track the 

time duration of the 

task. You can pause 

when you are not 

working on the task. 

Click finish once you 

have completed the 

task and all participants 

will be notified that the 

task has been closed. 

Add comments. You 

can use this for 

updating the 

observers/participants 

on the progress on the 

task or if anything. You 

can add attachment 

and links to comments. “Edit” will take you back to the original screen when you created the task. Most 

edits can be done on this screen here, but this button is another option. 

Add a reminder for 

your task 

You can add 

participants/observers 

or change the 

responsible person 

using the buttons here.  

Edit the deadline by 

clicking here 

Add tags 
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Assigning tasks in the Activity Stream 

You can also assign tasks quickly through the Activity Stream. Simply click the “Task” tab and use the same settings available on the tasks page. 
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