Create a Task Scribe -

1 Open the appropriate proposal you want to create a task for.

als Projects Awards Subawards Reporting - More ~

eProjects Example 11.3.25 Recording 26-0099-PO001
nple 11.3.25 Recording
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2  Click "Tasks"

Proposals Projects Awards Subawards Reporting More ~
MyActive Projects / Example 11.3.25 Recording / 26-0099-POD01
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My Actions Proposal Summary In Developmen
Admin Unit: Prime Sponsor: — Project End Date: —
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Total Sponsor Costs: —
Proposal Form Routing History Access Tasks. Notes Attachments Links Admin Only
All changes s:
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Click "Create New"
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Prime Sponsor {if applicable}:
v Q
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4  Click "Task"
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5  Click the "*Title" field and enter the title of your task.

f— ctayuse
S Sponsored Projects aY Products

Proposals Projects Awards Subawards Reporting ~ More ~

My Active Projects / Example 11.3 25 Recording / 26-0099-PO001 / New Task
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6  Click the "* Description" field and type the instructions for your task.

New Task

*Title

Example

100 character limit

Milestone

[Q Select Milestone

Category

[ Q  Select Category

* Description

4000 character limit

URL A

/sp/proposals/d13c9acb-381c-4593-b270-5c76b56bccc2

Add Attachment v
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© Person
QO Team

* Person

Cancel !

Q, Select Person

Internal Due Date

{ 8 MM/DD/YYYY

* External Due Date

[ B MM/DD/YYYY

Reminders
No reminders

+ Add Reminder

7 Click "Select Person" and begin typing the person's name who you are assigning

the task to.

1Projects

Y Products Alice Administrator

Projects Awards Subawards Reporting =

* Example 11 3.25 Recording 26-0099-P0001 New Task

Iget justification.
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8 Click their name in the drop down box.

1Projects

a Producks Alice Administrator

Projects Awards Subawards Reporting = More ~

' Examelel11325 Recording / 26:0099-PO001 / New Task

Ty

Iget justification.
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Reminders
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9  Click the "* External Due Date" field.
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* Assign to
© Person
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10 Select the due date of the task.

Cancel

* Assignto
© Person
Q Team

¥ Person

Q Irene Investigator x
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[ 8 MM/DD/YYYY |
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11  You can set automatic reminders by clicking "+Add Reminder".

* Assignto
© Person
Q Team

* Person

Q, Irene Investigator X v |

Internal Due Date

B MM/DD/YYYY |

ry
* External Due Date
[ W 12/3/2025 J
Reminders
Iget justification, No reminders.
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reminder.

Proposals Projects. Awards Subawards Reporting =

Mare ~

Type the number of days and select the appropriate radio button for your

MvActivePolecks / Examele 11325 Recordios / 26:0099-P0001 / New Task
New Task

*Title

Example

timac
Mitestane

Q  Select Milestone
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* Description
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Piease send the budget justification.

4000 charactes it

URL A
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Add Attachment W

13 Click "Save"

nm

Iget justification.
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Reminders
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* New Reminder
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Q Team
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o My Tushs °
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14  Click "Assign and Send" to complete your task assignment.

1Projects

BN Products

Alice Administrator

Projects Awards Subawards Reporting = More ~

* Example 11395 Recording / 26-0099-P0001 / New Task

Iget justification.
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e

* Assignto
© Person
Q Team

* Person

Q Irene Investigator

Internal Due Date

8 MM/DD/YYYY |

* External Due Date

W 12/3/2025 |
Reminders
2days before External Due Date - 12/1/2025 | ]
1day before External Due Date - 12/2/2025 ]

+ Add Reminder '

You will be brought back to the tasks tab under that proposal. Here you can view

the task history. Click the Closed checkbox to view closed tasks as well.

Your new task has been assigned and sent.

Total Sponsor Costs:

Proposal Form Routing History Access Tasks

Notes Attachments Links Admin Only
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