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Checklist - Publish 
Step Action 
1.  Navigate to the List Tab. 

 
Select the Site you want to work in, and in this example, we will be 
working in Core Lab License Site. 
 
Select Edit for the Records Requisition Checklist. 

 
2.  The Name, Contents, and Security color bars have been 

completed. 
 
It is now time to Publish this Checklist, which will send the tasks to 
the Employees. 
 
Select Publish. 

 
3.  Select Back to List. 
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4.  Select View Task Status for Records Requisition Checklist. 

 
5.  The View Task Status Panel allows you to view the status of the 

Checklist.  You may drill in to view the report by years, months, or 
weeks by selecting the dates at the top of the report.  Selecting the 
icons within the report allow you to view the status of the report. 
 
Select the Green icon for Retention. 
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6.  The status of this task is Ready.  By clicking on the link (Ready 
09/26/2012), you will see the details of the task.  The Assignee will 
also see this information (Quick Reference Checklist – Employee 
Tasks). 

  
 

 
7.  The Current Status of this checklist is now Publish.  

 
 


