COMPLETE ACTIVE TASKS

TABLE OF CONTENTS
COMPLETE ACTIVE TASKS ... ... 1

HOW TO COMPLETE AN ACTIVE TASK ...t 1

Purpose: To illustrate how to complete an Active Task.

Active Tasks are requests from a service (e.g., Continuous Vetting, Adjudications) for the
Security, Suitability, and Credentialing (SSC) office to take action on an open case.

COMPLETE ACTIVE TASKS
How to Complete an Active Task

1. From the Left Navigation Menu, select Task Management. By default, the user lands on
the My Work tab.
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2. From the Task ID column, select the Case ID hyperlink.
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Note: For an alternative method, users can also select the Open Case ID hyperlink in the
Notifications bell located in the top right of the screen.
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3. Select the Active Task tab to view the detail of the request.

Note: The Active Task tab indicates a task was sent to the user’s organization from a
servicing organization and that action is required.
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6. Complete the required fields for the actions.

7. Select Submit.
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Note: If an attachment is required, it must be uploaded to the subject's case prior to
completing the Submit RFI AOR modal. A red asterisk (*) indicates a required field must be
completed. Case actions available to the user will depend on the servicing organization’s

configurations.
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