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Objective

User Guide for transition to BuildSA/October 1%, 2018:

Creating your own filters for Tasks assigned to you in status of Additional Information

Received.

1. Click the Launchpad (shown).

2. Click All Pages (shown).
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3. Filter for and select My Tasks.
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4. My Tasks page displays (shown).

w My Task Searching
My Tasks

Menu  ~ ‘ Assign Claim Release Help My Filters Additional Info Received D
Workflow Tasks
Customize Content
Inspections " CSV Export
| Expand List Active  Status AltID o Department Filters already
CERMIEIREE T LS | ness Review - Engineering TIA  Yes  Additional Information Received ~ LAND-PLAT-18-900002  Land Entitlements Manager available to you
Display Order
Meetings pay
F Print Page
Activities

5. From My Task page click Menu. Next, click My Filters.
** Note: There are already a list of Filters available to you. Click ‘My Filters’ to view

(shown).
v My Task Searching
My Tasks
Menu  ~ | Assign Claim Release Help My Filters Additional Info Received D
Workflow Tasks
Customize Content
Inspections § CSV Export
| Expand List Active  Status AtID Assigned to Department Filters alread'y

Document Review Tasks

available to you
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6. My Filters page displays (shown). Click New (shown).
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w My Tashk Searching
My Filters
Menu  ~ New

Showing 1-5 of 6
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w My Task Searching
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Mame *

Additional Info Received

Search By *
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Resulting Query

7. Type the Name of the Filter (#1 shown) and Description (#2 shown).

Delete Field Previ Cancel Help

Description
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8. Click the Select Drop Down menu arrow (shown). Next, click to select Status (shown).

My Tasks

My Tasks
Submit Reset New Field
Mame * o
Additional Info Received
Search By *
|:| [ Select—
Action By (Dept.)
Alt ID

Application Mame
Assigned Date
Assigned to Depariment

| Assigned to Staff

Comments

Custom Fiekds

Due Date

[Duration (Days)

IModule Name

[Owner Name

[Parent Task

Record Assign to Department

Record Assign to Staff

Record 1D

Record Status

Record Type

[Short Notes

Status Date

Status

Task Active
Task Complete [
Task

Delete Field

Preview SQL

Description
Additional Info Received

Cancel Help

Primary

No

- [ Acditional Info Receivedx | &

Type the value
of the status of
the task you
want retrieved.
In this
example, we
want status of
Additional Info
Received.

9. Next, click New Field (#1 shown). Click to select Assigned to Staff (#2 shown).

10. Click the Variable drop down menu (# 3 shown; small hand icon). Click to select Userid (#4

Anp[v|

shown).
My Tasks
Submit Reset New Field Delete Field
Name * Description

Additional Info Received

Search By *
[ Status
My Tasks
[ —Select—
cnlfinn o 4Action By (Dept)
Resulting QY cton By (Sta)
Address
Alt 1D

Application Name
Assigned Date
Assigned to Departme:
Assigned to Staff
Comments

‘Custom Fields

Due Date

Duration (Days)
Module Mame

‘Owner Name

Parent Task

Record Assign to Department
Record Assign fo Staff
Record ID

Record Status

Record Type

Short Notes

Status Date

Status

Task Active

Task Complete

Task

T~

Preview SQL Cancel

Additional Info Received

Additional Info Received

Help
Primary
ho
B AND
[N AnD|v|
£ AND |
._,/ i AND | W
Variables 1
» OWNLICENSE
» GROUP
» ORGANIZATION
» GAUSERID

» PUBLICUSER_EMAIL
» OWNORGANIZATION
» MODULE

» DEPARTME

» USERID %

» TODAY

» TODAY+N
» USERFULLNAME

11. Click Submit.
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12. The new filter now displays under My Filters (shown).
13. Click Cancel from the My Filter page to return to My Task list (shown).
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Deparment Mo Department's Workfiow Task
Tasks

14. Click to select the filter dropdown menu (shown). Your new filter is listed. Click to select it and

display the results of tasks assigned to you in status of Additional Information Received.

w My Task Seaching
My Tasks
Manu  ~ Assign Claim Helaase Help
‘Workflow Tasks
L Lisopment v P Tasks Do
My Departmant Tasks
howing 1 of 1
Inspeciions e na My Dapartment Unassigned Tasks
O " k B watus | My Workflow Tasks Due Today
- Workflow Task Addibonal Info Recered or Under Review
Documant Review Tasks | | 208 Compicheness Review - Engineering TLA, Yes Adctional Indormation Recehed AND-PLAT-18-900002 Land Endiile
Rsedings
Page |1 of 1
Acinaies

15. Repeat this function for any task assigned to you for other task statuses.

Page 8|8 BUILD SAFE. BUILD SMART. BUILDSA.




