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ACCESSING
TASKS AND
ACTIONS MENU
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Tasks and Actions are O e = i U O o o e

accessible within the case e e -
record itself. From your user
home page, access a case
record by hovering your
mouse over the row of the
case you want to access. As
you do so, the row will
highlight. Click anywhere
within the row to access that
case record.




TASKS AND ACTIONS MENUS
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The Tasks and Actions menus are located N p—

to the right-center of a case. -
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TASKS

Tasks are pending actions on a case
that require a specific user to review
and/or complete. The number of
Tasks due on the case will be
indicated in the parenthesis.

To access the tasks menu, simply
hover your mouse over it.

® AMERCAS ARMYRATION ASSOCIAT 0N New Yors NoFault Insuance
rome st @ mcean e - ome  Aswd Sech I ¢ Logout

J “J - -
e arding . Yrime WAL - Yoo b — ™ n
Training Medical P.C. / Brian Wallker vs. Tesbng Insurance Company
Toe AL A B e A - o sei aven
[ e Pumy ey
v . Vb st Prpesden s
AR Cavter T | Corpmiet Bh ey
e ..
[ -
Lo o Accamnt . e
At Do ey

Tamy ot bariv e

eV e

= &

. AdA v~

F AdA Hyvem




TASKS

When your mouse is hovered over the
Tasks menu, the menu options will appear
and display any pending tasks due on a
specific case. Pending tasks due on a case
will be dependent on what Phase and
Status a case is in and if there are any
occurrences or milestones on a case that
would cause a Task to be triggered.

To access a task, click on the one you want
to complete.
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TASKS

Review Technical Correction of Award
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Depending on the task selected, a pop-up
window will appear, and will assist you with
completing the task. e e
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ACTIONS

Actions are activities that can be done on a
case but, unlike Tasks, Actions are not
triggered by another user. Instead, Actions
must be initiated by the user.
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As with Tasks, hovering your mouse over the ) g = — .
Actions menu will reveal a list of actions that - s
can be taken on particular case. Actions - s
available on a case will also be dependent on y o ST
the case’s Phase and Status and your role on - -
the case (i.e. Applicant or . g
Carrier/Respondent). e -
Click on an action you want to perform from — e
the list, and ADR Center will guide you on —
how to complete it. Certain Actions taken amiaty
may cause additional Tasks to be triggered (= —
for a particular user to review and/or -
complete. - 44 v
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ACTIONS

Again, depending on the action selected, a
pop-up window will appear to assist you with
completing the action.
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You also have the ability to filter your view of
cases by pending tasks due. From your user
home page, click on the arrow tab on the left
to access the case filtering options.




FILTER YOUR VIEW

The tab will expand and a list of any pending
tasks on your cases will be displayed at the
top. To filter your cases by a specific pending
task(s), simply check on the corresponding
task(s) from the list.

Once you have selected the task(s) by which
you want to filter, click SEARCH and the
home page will filter and update to display
only cases that have those particular task(s)
due. From there, click on the case record you
want to access.
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