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Adding a Task to an
Outcome in the Chart
View

1 From your chart view, click on the outcome you want to add Tasks under.
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2 Click "Tasks"

3 Click "Add Task"
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4 A "New Task" box will be added, click on the box to edit.

5 Edit your task information with title, description, start / due dates and percent
complete.
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6 Review your information, and then determine status: Completed, On Track, Needs
Attention, Outside Timelines.

7 When you are finished adding tasks, click the "X" button, all edits will be saved
automatically in the system.


