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Review – Employee Task Report 
Step Action 
1.  Navigate to the Review Tab. 

 
On the left you will see four mini color bars.  These mini color bars 
are available for the Admins.  The Employee will typically only see 
the Employee Task Report. 
 
Note the Employee Task Report mini color bar. 

 
2.  Select and expand the Employee Task Report mini color bar.  

 
Click on the Help link. 
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3.  The Help link contains useful information to guide the user 
throughout InspectionReady.  Help also gives you 
definitions/guidance for this section. 
 
Select the appropriate link to review the Quick Reference Guide or 
to preview the video Tutorial for this section.  
 
Select X in the upper right-hand corner when you are finished. 
 
 

 
4.  Select the Employee Task Report mini bar. 

 
5.  The Employee Task Report provides a table of tasks assigned to the 

employee you have selected.  Currently tasks for Barbara Dodd are 
displayed but another employee may be selected. 
 
Select Change. 
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6.  In the Employee Search window, begin typing in the employee’s 
name in the Full Name box. 

 
7.  Tracy Bell is the name in this example. 

 
Select Save Changes. 

 
8.  These are the tasks assigned to Tracy Bell for the current year.  One 

is overdue, three are ready, and several are complete. 
 
Select the Overdue link. 
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9.  In the Task Details window, details of this task are now displayed. 
 
Select X in the upper right-hand corner to close.  

 
10.  You may look at the tasks for the date range of this year, this 

month, this week, or select a custom range. 
 
Selecting the box for the Show Only Overdue Tasks, Inspection 
Ready will show only the overdue tasks for the date range you 
selected. 

 
 


