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Clear vision, focused strategies, real results.

Reassigning Users

1 Accessing from Toolbox
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. When a team member leaves or their role
changes, you need to reassign their tasks to a

different user.
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You can access the reassign users menu from

"‘-'5 Whole Team Plan
the toolbox, seen here
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2 Reassighing Users
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. Access the Reassign Users Menu from here

. To reassign projects from a user leaving your organization, select
them in the drop down menu on the Left titled 'Reassign From', and
select the team member you are transferring in the drop down menu
titled 'Reassign To'. Alternatively, you can choose, individual projects
to transfer in the rightmost collumn.
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3 Finishing Reassighment

When finished selecting which projects to transfer between your
team members, you can click save assignment to transfer projects,
seen here.

Y Reassign From: Rose Wilson - Reassign To: -

Save Assignment eset Assignment

Then, Click yes on the following menu and all tasks and projects will
be reassigned based on your selections.

Reassign Tasks

Are you sure you want to reassign these tasks?






