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My Tasks
Inbox has been transformed to My Tasks. Now, there are more options to sort, 
filter, and organize your tasks!

At a Glance

Side Bar Task List Message
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Overview
Side Bar

Collapse sidebar

View all tasks - old, new, and 
pending.

 Save Searches for specific 
tasks that you do/use daily

Filter tasks to see only the 
ones you need

View Archived tasks

Approve multiple tasks at 
once

Shortcut to delegating 
tasks to other managers

Task List
Shows what filter is used

Search for tasks by name

Sort By

Search using additional  criteria 

Favorite
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Focus

Task List Sort By Options

Note: The checkmarks show the current selection

Ascending Sort

Descending Sort

Prioritize Deadlines Sort

Display Effective Dates

Do Not Display Effective Dates

Displays the Date the task 
arrived in My Tasks
Displays the number of days 
the task has been in My Tasks 
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Message Display Options

Delegate a Task to another manager without leaving 
the screen

Reassign to another person by providing the person 
and the reason it should be assigned to them

See more details about the task - including the step by 
step processes that came before you received the task 
and the ability to download as an Excel file or PDF

Message Title Favorite 
Message

Quick 
Actions 
Menu

Enter and 
Exit 

Fullscreen


