
 

Calendar View  
My Tasks to Complete 
 
This reference guide provides an overview of the My Tasks to Complete minibar within StaffReady. The following process steps and 
instructional information are provided within this document: 

o Completing Tasks o View Past Due Tasks 
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1 | Completing Tasks 

Completing Tasks 

1. Click Tasks. 
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2. Click Take Exam. 

 

 

3. Complete Task. 
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2 | Viewing Past Due Tasks 

Viewing Past Due Tasks 

1. Click View All Tasks. 
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2. Click Red slice within Tasks to 

Complete pie chart.  

 

 

 Overdue tasks will display 

witihn the Tasks to Complete 

colorbar. 

 

 


