AIMS — Task Management

TASK MANAGEMENT (actions and tasks)

This guide outlines the process of managing tasks that have been assigned to an
individual in a Management Plan.

The person assigned as responsible for managing a report in AIMS, completes a
Management Plan and identifies tasks that need to be actioned to remove or mitigate
the risk(s) associated with an incident or hazard reported in AIMS. These tasks are then
assigned to someone to complete before the report can be finalised and closed.

If you are allocated a task, you will receive and automated email notification outlining
what needs to be done and with a link to AIMS.

Log into AIMS and click on the ‘My Tasks’ icon @ in the navigation bar, located in the
top right-hand side of the screen.

O Note, the ‘My Tasks’ icon will display a red circle with the number of tasks that
=  require your action.

In ‘My Tasks’ you will notice 3 columns labelled ‘To Do’, ‘Doing’ and ‘Done’. These
columns sort tasks based on their status.

Mkware = Task Management My Tasks

TO DO e\‘ DOING DONE
O]
Section off the area surrounding
leaking pipe. The area will need to be
isclated until the plumber arrives
next week.
Hover over the task card @ and click on the “..." icon €) to view available actions.
Once you click on the “..." icon, you will see a drop-down list @ of actions.
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O Note you can review the original incident or hazard report and view the
= management plan at any time by selecting the relevant actions in the drop-down
list.

|

Section off the area surrgunding
leaking pipe. The area will need 1o be

isolated until the plumber arrives

View Task Details

naxt week,
Rewiew Original Repont
Wiew Management Plan
Tranzfer

Click on ‘View Task Details’ in the drop-down list to display the ‘Task Details’ drawer
on the right side of the screen.

The ‘Task Details’ drawer displays a task description @), progress bar (@, audit
trail, recorded notes and attachments @.

Task Details X

Status

Task Due: 30/06/2020

Task Description ° Assigned On:

Section off the area surrounding leaking pipe. The area will need to be 29/06/2020 12:06 pm
isolated until the plumber arrives next week

Assigned By:

Sam

Estimate how complete this task currently is °
O

Add a note and/or attachment

Audit trail and recorded notes & attachments o

Sam assigned this task to David

Click the ‘Add a note and/or attachment’ @) field to update the task with relevant
information.

The notes field will expand and allow you to type free text. You can also drag and drop

files or click to choose files to upload in the marked area €). Once you have added in
notes and/or an attachment (optional), click ‘Save’ to submit your updates.
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Please note you can only upload one attachment at a time. If you wish to add
additional attachments, click the ‘Save’ @ button to upload before proceeding to
the next attachment.

Add a note and/or attachment

Area hat been sechioned off with hazand warn g Tape.

~) Hazad barrierjpg

Audit trail and ded notes &

David Teacher added an attachment

David added a note: "Area has been sectioned off with hazard warning tape.”

Sam assigned this task to David

You will now see your notes and attachment added to the audit trail.

You can use the progress bar to record an estimate of how complete the task is. Note:
updating the progress bar will change the status field ) of the task to ‘Doing’.
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Click ‘OK’ to save your selection.
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Task Due: 30/06/2020

Task Description

solated until the plumber

fl the area surroun

Estimate how complete this task currently is

Assigned On:
ding leaking pspe. The ar itok 29,/06/2020
AIrives next v

o =

Assigned By:

O

Cancel

Note, a change in the status of your task will automatically move your task from the ‘To

Do’ column to the ‘Doing’ column in ‘My Tasks’. You will also see the estimation of
how complete the task is, displayed on the task card @

TO DO

DOING

DONE
Section off the area surrounding
leaking pipe. The area will need ta be
isolated until the plumber arrives

next week.

1 1

3
~

report will automatically close.

[

Once all tasks have been completed, and the task card is in the ‘Done’ column, the
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