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Overview

The Task Manager is an automated system which ensures that nothing “falls through the cracks” with regards to
unaccepted or uncompleted tasks. In the background of the Task Manager module there is a sub-program which
runs periodically comparing both acceptance required by and task completed by dates/times with their targeted
dates/times in relationship to the current date/time at which the program is running. The sub-program is
automatically set to run every 15 minutes enabling the Task Manager to escalate all tasks which have either not
been accepted by or completed by their required dates/times. An e-mail notification is automatically sent to the
escalation contact person advising them of this potentially significant situation. This ensures that all tasks are dealt
with in a timely manner leaving no room for critical issues to “get lost in the shuffle” of a busy corporate work day.

The Task Manager module is available as an add-on to most of Parklane Systems’ suite of Occupational Health and
Safety software programs. This guide has been written using the Incident Reporting module as the example,
however, the functionality and operation of the Task Manager will be the same throughout all applicable modules.

Defining Task and Workflow Procedures

Before tasks can be assigned, Task and W

Workflow Procedures must first be defined Incidents Costs Statistics Attributes Management Graphs More Home
under Options in each module where Task

Manager will be used.

On the Incident Reporting main menu bar, click

on More. On the Incident Reporting, part 2 pop

Parklane @
Month-End [ Options | Close —|

up, click on Options and select Tasks &

1.0 Incid Action Emails
Workflow Procedures. nciaen ;
InfoExpress Options
2.A
Supervisor/Employee Report Options >
Types, Causes, Corrections Tables 4
3. Incident Search
Categorize Attributes
4 Review Dates Work S Connect Body Parts to Attributes
Needlestick, Blood, Body Fluid Tables »

Injury, Equipment Tables

Location, Contractor Tables

5. D6F Who's off Accident Form Variables 4
6. DSE Claim Summary Form Letter Templates
7.D95 List of incidents Tasks & Workflow Procedures

8. D6Z Review Dates
9. D81 Selected Incident!

Standard Review Date Setup

Other Costs Table

Severity, Frequency Factors

D5M Transactions Prior to Version 12
DMD Audit Report
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Define Rules

The Task &, Workflow Procedures pop up will appear Parklane
Setup

Define Rules
Define Task & Procedures

R,

Close

with six options. Click on the first option, Define Rules.

The Define Rules panel will now appear with a number
Define Categories

Identify Staff & Managers
Assign Staff to Task
Identify Address Book/Re-Assign Task

of options:

If you are using the multi-company option, th

Escalate by email if target date not met

Send email to recipient when assigned

Ensure every task assigned has a target date

Ensure each task has an escalation name

Escalate by email if not accepted by the required date
Send email if task acceptance is denied

Give warning when no tasks have been assigned

O 0 @83 0 O0 @3 O O

Notify by email when task is completed out of sequence according to Target Dates

System is to calculate Acceptance Required Date based on number of days entered here (max 30)

Exit F12

Depending on the rules and regulations which your company has decided to follow with regards to the various
aspects of tasks, you may now choose to turn on any or all of the eight check boxes. The larger box found near the
bottom of this panel may either be left empty or completed with a number from 1 through 30.

NOTE: If your company has purchased the multi-company option of Parklane Systems’ module(s), the settings on
this panel will apply to all companies and all modules.

To return to the Task & Workflow Procedures pop up, click on Exit F12.
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Define Task & Procedures

On the Task & Workflow Procedures pop up, click on the second option, Define Task & Procedures.
There are three main areas of this panel which will need to be completed:

In the Current Task Group field type in a brief description (up to 50 characters of text) for a task group which you
wish to identify a series of related tasks.

% CHTK4 Define Task and Procedures
o ——
Current Task Group {EM_,.?M“ L
W1 - Emergency R'cwon:i E;I;. . [ ']
© Tasks apply to a record © Compute Targer from record oate \ Reschedule 1ask based on target date
\ Tasks reiative to this module Compute Target from current date Reschedule task based on completion date
© Dontreschedule
- . Month: .
| Task onths Days
[1 Supervisar advises OHAS of Emerg ncident il
— —_— —_—
[2 [intiate ncent Record [ ]] | E-Mai Tempiate |
[3 [Generate WSS 155C Treatment Memo | | (Fnsert Toax ]
e 8 O — AN meccy - P CR—
4 (Gcr\ente OPS Heath nformation Form [ | PR —
i —t= [ Delete Task |
|'s [advised JH8S Comm [ ; e
) p— P—
|8 [o#8S Consur wih Frst Aider - Update Inc Record (
[z | |
=R |
o | 1]
0 | [ I}
"o | \
[ CopyFrom |

Click on the Details button and you will see a Group Description panel which will
allow you to enter further details (up to 4980 characters of text) for the tasks
included in this Task Group.
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% CHTKA Define Task and Procedures b —
i CHTK4b Current Task Group Details Z

= r
|
Current Task Group ‘
311 - Emergency Response [ Detals ] M 1 - Emergency Response -
@ Tosks apply 1o & record @ Compute Target from record date OESCRETON
) Tasks relative 1o this module Compute Target from current dste The process by which employers are notified that a work-related njury/iness has occurred.
The process descibes that activiies involved in ensuring proper medical aid/health care is.
administered to the injured or il worker and the Ontario WSB protocol is intiated as required.
————————rteruaf
ROLES - WHO'S NVOLVED
Task - " ontns Days  Houlll| - Worker who & injured/l and requires first sidheath care
4 - Mink
o —r— i ———
1 [Supervisor scvises OHS of Emerg ncdent [_4 Lyl
2 [intiate Incent Recora [ [ | [—.‘ | :v&g:?munc-umm)
3 |Generate WS 155C Treatment Hemo [_14 i\ e e =
- Injury type and related incidient information
4 [Geneste OPS Heath nformaton Form 7] u::: oy n o sy
goﬂSupav-ov ministry locaton wi Incident occurred or was reported
$ Mw]mm [__‘: I ‘ - First aid administered (required by WSIB First Aid Reguistion 1101)
s |OM8S Consut with First Aider - Update Inc Record KB | - Medical aidireatment adminsstered
[ | i BN
= | 3 ‘ o nimeson
] t - Emergency First Aid or health care services provided
8 | [_* | - Date when the WSS Form 156C Treatment Memo or Physician note/
10 | [_ ,_ [_4 il MNR Treatment 1211 FormFunctionsl Abities Evaluation (FAE) form etc. were provided to the N
|l
[ | —r— A !
[ copyirom | ® | ‘

1. If you wish to add/modify/view tasks for a different Group, or create a new Task Group, click on the
Change Groups button, click on the down arrow to show the list box, from the list box directly below
choose either a previously named group (to modify or view) or the next available group number (to
add). You may record up to 149 different Task Groups.

% CHTK4 Define Task and Procedures i
_— e —

Current Task Group

|1 - Emergency Response Detais

(W - TIMETEENCY RESDONSL
) . M1 - Emergency Response
© Tasks apply 1o a record @ Compute Target from record date M2 - immediste Notification - Critical injury
L ) Tasks relative to this module ) Compute Target from current date M3 - Incident lnvestigation
M4 - Documenting and Reporting -

FM - Business Planning |
—_— e _interval- CM1.1 Claim Estabishment ]
] CM1.2 Claim Mongoring

| Task Months Days  HOU't cy 1 Racovery and Management of Thid Party Cost
CM2.2 Quaky Review for All Claims
Supervisor advises OHAS of Emerg incident CM2.3 Reconsideration
[ CM - INMAL CLM CHALLENGE CHECK LIST
Intiate Incdent Record 1 CM24\WSE Appeals
[ CM2.5 WSIAT Appeal
lGeneme WSB 156C Treatment Memo 1 CORRECTIVE ACTION ASSIGNMENTS

DM1 - Employment Accomm (EA) & Return To Work

|Geneate OPS Heatth In Form [1 DM2-EA & RTW impk and QA M 9

1
2
3
X Group No. 17
[ dvised Comm FM1.1 Pa; 1 W nvoice/Co
W s a — - FH:.Z Pam :1 H:n'::/ smmm‘:;::ay -0
[‘—— x Record FM1.3 Monthly Statement Reconciiation
: [OH«AS e K FM1.4 Clams Cost :I?mw.::mmn Process
l [ FM1.5 ndrrect WSB-R: M Costs
& [ FM2.1 Annual Bumm*:;ntmm,
8 | FM2 2 Quarterly In-Year Business Planning/Adjust
Group No. 25
T
s I C:mmmn
[ Safety Net
2 l Gro:‘: No. 29
" [ Group No. 30 v
[ CopyFrom | = [ v]
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2. Turn “on” one of the radio buttons in each of the three sets to apply rules with regards to:
e assigning tasks, either to the module in general or to specific incidents/events
e the calculation of target dates, whether from the record date or the current date

e the rescheduling of tasks, based on the target date, the completion date or not at all

Page 8

' CHTKA Define Task and Procedures
2 n
Current Task Group Change Groups } ]
1 - Emergency Response Detais [ =
© Tasks apply to a record © Compute Target from record date () Rescheduie 1ask based on targe! date

*) Tasks relative to this module ") Compute Target from current date ) Reschedule task based on completion date
© Donlreschedule

nterval

Task o - Months Days Hours  Minutes :'l:leu - ¥
(R oo 3ces OHS of Emers ncxent I F [ 3
27 [itiote ncgent Record [0 1 0 ] s E-Mai Template
[3 7 [cenerate WSS 155C Treatment Memo i R E
[4_ I[r te OPS Heath inf Form r— [_‘ [1— r— W =
(€ [Rovaed 985 Comm i
['8 "  [onaS Consut wih Frstaider - Update nc Record [ 01 1Fs 00 [ [se |
iz | L 311
(s | ) O § O | O
o | [ ——  —
[0 | N { OO OO | O
(v | | O O O

[ copyFrom | = | -]
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3. Inthe first field of the Task area, type in a brief description (up to 50 characters of text) for a task which
is to be part of this Task Group. In the next four fields, Months, Days, Hours and Minutes, complete the
interval of time that is to be used to calculate the target date. The final field, Time Allotted, may be
used to record the amount of time which the task should take. You may record up to 100 different
tasks per Task Group.

't CHTK4 Define Task and Procedures
Current Task Group Change Groups
(a1~ Emergency Response [ vetas_] [ 7]
© Tasks apply to & record © Compute Target from record date Reschedule task based on targe! date
" ) Tasks refative to this module ) Compute Target from current date Reschedule 1ask based on completon date
@ Dontreschedule
nlervab—— e
% 1% Tme B
| Touk Months Days Hours Minutes Afotted ¥
[ [ [ [y (o]
2 [itete ncdent Record [ 20
3 |Generate WSB 155C Trestment Memo | v 20
[ [Geneate 0PS Heatn nformaton Form S i I 1 (20
] neaf ea ormation Form r l— I r I —
5 [Advised JH8S Comm 1 10
\
B [0HES Consuk wih Frst Aider - Update Inc Record 1 0
[z | ] G [
&S | Ll '
o | (L]
[0 |
1 |
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There are push buttons found to the right and bottom of the panel:

Task Details — clicking on this button will provide you with a Task Description panel (similar to the Group
Description panel shown previously) which will allow you to enter further details (up to 4000 characters of text) for
the task currently highlighted in the Task field to the left. These task details will also be inserted into the lower
body of the email task notification.

Email Template — Clicking on this button allows the customization of email text including the From, Subject & Body.
When sending the email, an opportunity is provided to make changes to this template without affecting the
original.

Insert Task — clicking on this button will insert a task line ABOVE the task which is currently highlighted in the Task
field to the left. You may then complete a new task description and interval time in the inserted line.

Delete Task — clicking on this button will delete the task which is currently highlighted in the Task field to the left.

Copy From — (Bottom of panel) clicking on this button and then choosing a Task Group from the list box
immediately to the right of the button will allow you to copy all tasks from the selected Task Group into the new
Task Group which you are creating.

The Print icon at the top right of this panel will provide a report which lists all or current tasks found within Task
Groups.

To return to the Task & Workflow Procedures pop up, click on ExitF12.

Define Categories

' CHTKS Define Categories ]

On the Tasks & Workflow

Procedures pop up, click on
Define Categories to build Categories -
the table necessary to w 1 Manisaxce

categorize the people and
their emails in the Address
Book. The Address Book soto [F2> | categories
provides the ability to
add/import emails of people
who are not user of Parklane
in order to assign them tasks..

Ext F12
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Identify Staff & Managers

On the Task & Workflow Procedures pop up, click on the fourth option Identify Staff & Managers.

% CHTKS Identify Staff & Managers

- —

dent

r emai adcress

This person has the rights to

| Schedule and asaign tasks from Standards

Add an independant task

| Change dates on a task

Make changes 10 others’ lasks

| CancelTasks

{ the staff members that will be assigned tasks throw

2 Tony - Supervisor

3. Doug - Cims Mgr

4. Jenn - Inc Mgr

5. Karin - Dis Mgr

6. Lee - Corporate

7. Dane - Supervisor
8 8. Michele - Acc Mgr

9

10. Mary-Kitichener Super.

11. Sandy - Sys Analyst

12. Helen - Data Entry

13. Frank - H&S Spec

14. Sarah Mc - Cims Co-Ord

15. Dan Gal

16

17

18

18

20

21

2.

23

24

25

2

217

28

29

30

This panel allows for the set up of the
individuals who will be assigned tasks. As
well, each individual can be assigned their
own set of rules with regard to such actions
as scheduling, adding, changing and cancelling
tasks.

In the No. field, enter the next available
“blank” number from the Staff Currently
Identified panel found directly to the right,
then click on Get arrow next to the name
field.

You will see the Directory of Users panel.

CT795 Directory of Users

Barney Rubble

Brad Pitt

Dave Smith - Safety
Doug - Safety

Event

FIRST STREET CLINIC
InfoEx

INFOEXPBC
InfoExpress

Jack Black

Jasmine Grant

Jenn - Clms Magr
Karen - Clms Mgr
Karin - Dis Magr

Lee - Corporate
Michele Blyth - Acct Mgr
Sandy - Sys Analyst
Sara K

Sara Kane W

Sarah Mc - Clms Co-Ord
Sharon Stone

Tony - Group Leader

Show list starting with

the letter....

EllEERE
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This panel contains the names of the people who have been previously set up in the Security area of your Parklane

Systems’ module.
Select the individual from the list by clicking on the person’s name.

The Name, User ID and Email fields on the Identify Staff panel will auto fill with the information contained in the
Security file. If the Email field is empty, type in the correct email address. The person’s name which you have just
added will now appear in the Staff Currently Identified panel to the right.

i CHTKS Identify Staff & Managers -

~ W 1

Staff Currently identified

1. Sara - Dir H3S -
2 Tony - Supervisor
| 3. Doug - Cims Mgr
W < 4_Jenn - Inc Mgr
No.| g S. Karin - Dis Mor |
6. Lee - Corporate
7. Diane - Supervisor
Name Sharon Stone > | 8. Michele - Acc Mgr
9. Sharon Stone
10. Mary-Kechener Super
User O SHARON 11. Sandy - Sys Analyst
12. Helen - Data Entry
13. Frank - H8S Spec

Emal s kane@parkianesys.com 14, Sarah Mc - Cims Co-Ord

15. Dan Gall
This person has the rights to 16
17.
V| Schedule and assgn tasks from Standards ::
V| Add an independant task 2
dd an independant tas 21
22
V] Change dates on a task 23
24
V| Make changes to others' tasks 25
26
R 27
V| CancelTasks 28
29

30 >

The Print icon at the top right of this panel will provide a report which lists all of the Task Staff, their log in ID’s,
Access Rights and their email addresses.

To return to the Task & Workflow Procedures pop up, click on ExitF12.
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Assign Staff to Task

On the Task & Workflow Procedures pop up, click on Assign Staff to Task.

There are three steps to assigning individuals to a task:

't CHTK6 Assign Staff to Task - =3
ConpoosGrup ) (€11 Com samner
Current Task Group
CM1.1 Claim Establishment
Assign To (Staff Escalate To (Manager
Task o >
- -
1 CM - Update Inc Rec with WSIB Intial Doc Sara - Dir H&S] Sarah Mc - Cims Co-Ord
2 CM - Update Inc Rec with WSIB Decsion info
3 CM - Advise Pay/Ben & Super of Decsion
B Super - Update Inc Rec wih Days Lost
S CM - Advised WSS of Days Lost, Credits, Top
6 GENERAL NOTFICATION NCIDENT OCCURED
7
8
9
10
1"
Assign people to fasks that would normally be their responsbiity. Keep in mind that when tasks are actually assigned, you may change the name. To use this screen
cick on the correct field and then select the name from box above The same apples o the Escalation name

1) Select the appropriate Task Group — if the Current Task Group is not the one you wish to access, click on
the Change Group and from the list box directly to the right choose the required Task Group. All of the
task(s) which have been previously assigned to this group will now appear in the Task field(s) below.

2) Within the chosen Task Group, select the Assign To field. To complete, click on the arrow on the list box
directly above this field and search for the appropriate person.

3) Within the chosen Task Group, select the Escalate To field. To complete, follow the same instructions as
described in #2 above.

To return to the Task & Workflow Procedures Options pop up, click on ExitF12.
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Identify Address Book/Re-Assign Task

The ability is provided to add/import emails of people who are not users of Parklane. The address book can be
easily sorted to find an email or name. The people in the address book can also be categorized for easy sorting.
Tasks can be re-assigned to another person in the event they are no longer responsible. The ability also exists to
view and change an address card and to re-categorize a mass amount of email categories when necessary.

- Clicking category drop down you may filter your address book by category

- Clicking check box and then the re-categorize drop down and hitting Go will change the category of that
person(s)

- Clicking name, email and category buttons will sort by that field

- Typing name or email, etc. in the search field with return the person(s) that exactly, or closely, match what
you have typed

- Clicking View/Edit will open that persons address card and you can view their tasks

- Clicking Import Email (Address Book) button allows the import of an excel/txt type document to populate
email addresses en mass.

- Clicking Import P/D Email button allows the import of those in Personal Data who have an email address
populated.

- Clicking Re-Assign task will allow you to reassign tasks en mass if someone leaves the company.

CHTKE Identify Address Book/Re-assign Tasks s
Sort Option [ yarme E-Mad ‘ ‘ C‘“,e”fyj‘ —
Given Name Surname E-Mail Category
Brad Pitt b.ptt@somewhereco.ca Engineering ‘vv‘wmw 2
Sara Kane s_kane@parklanesys.com Maintenance ‘Vncled(\}
JANKCE DOE s.mccarthy@parkianesys.com Maintenance \Vnew/Edti
import E-mail (Address Book) | | import P/D E-Mail \ | Add an e-mailAddress » | Re-Assign Task‘\ Ext F12
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Import E-mail (Address Book)

By following the instructions below, this import will allow you to create, or add to, your Task Manager email

address book.

View Record Description

1. The file must be tab delimited txt file.

2. The file can be created with Excel.

3. Forthose who have multi-company option, one file must be created for each.

Record Definition

Column | Field Description Alpha/Num
A Surname A

B Given Name A

C Email A/N

D Category A

When creating your import file, your end result should appear as in the picture below and with

no headings.

— = =
'.. J:I ..'. IH uj
-
Home Insert Page Layout Formulas Data Review)
== ¥ Cut ==
j&' . Calibri -l - A=
ot =3 Copy A
aste === < - ===
= f Format Painter |B LU ~)[e 7| | ||
Clipboard ] Font P
a9 - S |
fil B C D E
1 |Smith loe [smith@company.ca Managers
2 |Clark Kelly kclark@company.ca Managers
3 |lames Ron riames@company.ca Maintenance
4
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When saving the file, select Save as Type and choose “Text (Tab delimited)”

Save a5 YRS | Eucel warkbook (*.xlsx)
Web Page (% htm; % html)

Excel Template (*,xlkx)
Excel Macro-Enabled Template (*,xltm) =

Excel 37-2003 Template (*,xl

B3

nicode Texk %, Exk) b

Close the file. Should you see this message, select OK:

=

Microsoft Office Excel

The selected file bype does nok support workbooks that contain multiple sheets.,

« To save only the active sheet, click QK.
« To save all sheets, save them individually using a different file name for each, or choose a file tvpe that supports multiple sheets,

Ok ] [ Cancel ]

When you see this message, select Yes:

r

Microsoft Office Excel

addresshook. bxt may contain Features that are not compatible with Text (Tab delimited). Do wou want ko keep the workbook in this Format?

- | ) « To keep this Format, which leaves out any incompatible features, click ves.,
« To preserve the Features, click Mo, Then save a copy in the latest Excel Format,
« To see what might be last, click Help,

YEs ] [ ] ] l Help ]

Continue to Importing into Parklane instructions.
From the Task Workflow Procedures Options panel, continue with the following steps:
1. Identify Address Book/Re-assign Task

2. Import E-mail (Address Book)

| Import E-mail (ddress Book) [F1
W
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3. Update Files

SL42 Select one option

F1 Print import Records/Address Book
F2 Update Fies

F3 View Record Defintions

4. Send File to Server

T17 *our system uzes Share

Share can only use files that are on the server in the HS folder

If the file iz not on the server, uze the button Send File to Server

which will copy the file fram wour computer to the server befare using it.

If the file is already on the server in the HS falder.

type the name of the file in the field below and continue.

Send File ta Server - F1 I, J OR.

Esit-F12

5. Find and select your file (you may have to search for All Files to locate it)

Open
Look ir: | [ Deskiop vl e W5 = b
r 15 deninis () Disabiliysripet
| I3 Cam () Disabiliysnip
My Fecent I turbine [C5) disability
Documents |23 SIMON (2 Disabilicywebony
Co0al S my Wetwark Places
@ Eﬁnavcan a My Computer
Desktop @test BMy Documents
[ Unkitled
- I pics
- L) 4506_Firmware-v112
G [CIPKLH
My Documents )
5 wminstaller
gl ICihealth and safety
My Computer
File: narme: | V| ﬁ Open ]
@ Files of type: Select files [t w [ Cancel ]
Select files [t
My Metwark
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6. Click Open

7. When import is complete, a note will appear indicating how many records were successfully imported.

- Total records Imported
\l;) 000001

Import P/D E-Mail

This option allows for the importing/updating of email recipients from the Personal Data module. Click on the
Import P/D E-mail and follow the screen instructions. A report will be produced identifying additions/updates.

Note: Only those with email addresses in Personal Data will import.

Add an e-mail Address

This option allows for the entry of an additional email recipient.

First/Last Name | d

E-Mail Address

Category v

([ nedtfs |[ exFi2 |
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Assigning Tasks related to a specific Incident

Once an employee’s incident has been recorded in the Incident
Reporting module, undefined tasks or a series of default tasks may be
assigned to individuals at any given time.

From the Sidebar menu, select Task Manager.

The Task Management panel will appear for completion.

LJUCUTTIEIIL T UIUEe!
Document Links
Needlestick&Sharp Object
B.B.F. Exposure

Incident Reports

Task Manager N

bl

User Notes

BEN AFFLECK Full-time WARDNW ASSOCIATE Key 142

CHTK1 - Task Management

Group

Task | [ Get Standard

(3 View Description

Parklane Demo Data

EH

il

Accep«snce’ 3 l
Req'd By
Accepted | 4
Escalated
Completedl - l

Assigned to -

(Staff) I B Get B Cc Assigned i
Escalate to £ Get Targe(’
(Manager)

Description Remarks

Acceptance Has Been Decined [

[7] Include remarks in emails

Resut
Estimate Cost | 3 Time (in 10ths)
Task Entered by Actual Cost ' & Time (in 10ths)
Resul Entered by R coe [ AddTaskSF6 | [ TaskListF7 || CiearEscalated e
[ Prvpgcrra | [ todPgctew | [index cwF12] | NextEsc | [ Home Fi1 | | MenuF12 |
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There is a counter (in this case “1 of 1”) found in the top right corner. As tasks are added the counter is

continually updated. This counter aids the User in navigating through the numerous tasks which may be
assigned to an incident.

Some fields on this panel are locked and therefore inaccessible to the User. These fields are used by the
Task Manager program to automatically record information such as an escalation date, entered by
information (user ID and date), etc.

The Assigned to (Staff) field MUST be completed before you can exit the panel. There are two other fields,
Escalate to (Manager) and Target, which may or may not need to be completed, depending on the rules

which have been assigned on the Task Management Rules panel (see Defining Task & Workflow Procedures
for additional information).

Once a task has been assigned, if the assignee clicks the Acceptance Has Been Declined box, the Task
Manager program may or may not, depending on the rules which have been assigned on the Task

Management Rules panel, automatically send an email to the Escalation contact person notifying them of
this situation.

The Remarks field allows for entry of any remarks (up to 500 characters of text) which may apply to a task.

If you wish this information to appear in the e-mails generated by the Task Manager program, click on the
Include remarks in emails check box.

The Result field may be completed by the Assignee upon conclusion of the task.

The User has two options available to them for completing/assigning task(s):

Manually complete each field on the Task Management panel with the required information, or

Select a Task Group (detailed below) and the Task Manager program will automatically assign tasks based
upon the information supplied by the Task & Workflow Procedures file described earlier.

To select a Task Group and its associated task(s), [click on the Get Standards arrow and click on the Task Group you

wish to select:

Which Task Group?

Page 20

BEN AFFLECK Full-time WARDNW ASSOCIATE Key 142 IM2 - Immediate Notification - Critice
IM3 - Incident Investigation
IM4 - Documenting and Reporting
Spi.1 Claim Establishment
CHTK1 - Task Management ‘ ml—TcM1.2 Claim Monito ng
.1 Recovery and nagement of Thirc
2 Quality Review for A1l Claims
Reconsideration
';m.] ] Get Standard Acceptanc INITIAL CLM CHALLENGE CHECK LIST
. Req'd By CM2.4 WSIE Appeals
. CM2.5 WSIAT Appeal
Group J View Description Accepte CORRECTIVE ACTION ASSIGNMENTS
- DM1 - Employment ACCO . (EA) & Returr
DM2 RTw Impliementation and QA
Group No. 17
FM1.1 Payment of weekly Invoice/Covere
FM1.2 Payment of Monthly Statement Cos
FM1 1y Statement Reconcili
FM1 s Co validation/Correctic
FM1.5 Indirect Related (Ministry)
FM2.1 Annual Bu s Planning
FM2.2 Quarterly In-Year Business Planr
Group No. 25

[IM1 - Emergency Response |

Training

countermeasures

Safety Net

FM2.2 Quarterly In-Year Business Planr

CHTK2a Close F12
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The Standard Tasks panel
listing all of the tasks which
have been assigned to the
selected group will appear.
Note the check mark which
appears in the box beside
each task.

You now have two choices:

e Toselect all of the
tasks in this group,
click on the Select
This Group F3 button,
or

e To select only some
of the available tasks,
turn “off” the check

Task Assigned to
1 V| CM - Update inc Rec with WSIB Ingtial Doc Sara - Dr H&S
2 V| CM .- Update inc Rec with WSIB Decision Info
3 V| CM-Advise Pay/Ben & Super of Decision
4 V] Super - Update Inc Rec with Days Lost
H) V1 CM-Advised WSIB of Days Lost, Credits, Top Up
] V| GENERAL NOTIFICATION INCDENT OCCURED
SICACCE MY RS oo LpeD mm ; De-SelectAIF2 | | GoBackEsc ExtF12

box(es) beside the task(s) which you do not wish to assign, then click on the Select This Group F3 button.

You will be returned to the Task Management panel:

The Task, Group, Assigned to (Staff), Escalate to (Manager), Description, Target Date & Time, and Estimate Time
fields will auto-fill with the information found in the Task & Workflow Procedures file for the Task Group selected.

The Assigned Date & Time fields are completed based on the current date & time supplied by your computer. If
required, both of these fields may be changed.

The Acceptance Req’d by date & time fields may or may not be completed by the Task Manager program. If, on the
Task Management Rules panel (see Defining Task, Workflow Procedures above for additional information) a
number (between 1 and 30) was recorded in the last field, System is to calculate Acceptance Required Date based

on number of days entered here, the Task Manager program will calculate the date according to the number
supplied. If no number was recorded, the Acceptance Req’d by date and time fields are left empty.
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If required, the User may now enter additional information in any of the fields on any of the task(s) which have just
been created.

When exiting the panel, an email may or may not be automatically sent to the assignee upon exiting the task panel
after the initial set up depending on whether or not the check box was turned on next to the Send email to
recipient when assigned field on the Task Management Rules panel.

CDO7 Incident BEN AFFLECK Full-ime WARDNW ASSOCIATE Key 142 Parkiane Demo Data

CHTK1 - Task Management -
Descrpton { B —

Equpment Happen & Doing

ntial Medical Treatment IO~ Update iz Rec win ws beal o R Acceptance (01002014 2 B [11.04
Raani B
Type Cause Corrective Act Req'd By ~
VWness, Modified Duties Grouw Cu1.1 Cloim Establshment £ View Description Accepted =
Altributes S
" nson Summar A ned 1o 3 "
Ciaim & Penson Summary Assigr ed 0|Sara - Dr H3S [ Get [ ce Assigned |29v082014 = 11.04 |
Comments (Statf) phiin % 2 _ Compileted -
' Escalate 1o [Sarah Mc - Cims Co-Ord Get Target|142022014 = 104
Violence & Harassmen }:&::.:.’C {Sarah Mc - Cims Co-Ord 3 Ge 379 Ataias fius Bes Dackid
Legisiative Forms o
Review Dates Description Remarks nclude remarks i emails

Form Letters -ACCESS PARKLANE > INC MOD > EMPLOYEE > NEW INCOENT

Apportments « COMPLETED DESCRPTION, TCC, MISC SCREENS

S bt -ACCESS FORM 7 AND COMPLETE REMANNG FELDS AND PRINT

B 0 Coste . FAX COBY TO WSS - 1-800-885-9999

Other Costs - PRINT COPY TO PDF AND SAVE

Appeats Summary - LINK FORM 7 TO EE FILE UNDER DOCUMENT LINKS

Key Notes Rossl
Dacument Folder

Document Links

Incident Reports

Guideine Worksheet

Task Manoger v

User Notes

Pesegraphics Estimate Cost | & Time (in 10¢hs) |30
5 8 Nutshel

Task Enterad by 2 Actual Cost | & Tene (in 10ths,
TMB Audt Y 290872014 SARA \ \

9 co [BsaTesnsrs | [ Toskiatrz_

PP | [toaPgC | [mdexcufiz] [ NedEsc | [ Home Fn | [ Menu F12 |

There are a number of options found on the Task Management panel:

The View Description arrow found immediately to the right of the Group field will provide the User with the Group
Description panel documented previously.

Click on the Add Task SF6 button and you will be provided with the next available blank task panel so that a new
task can be assigned/completed.

The Clear Escalated F6 button will only be available for selection if the task which you are currently on has been

escalated for any reason. This is intended for situations such as an escalated task which has now had the Target
Date or Acceptance Req’ by date extended.
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Clicking on the Clear Escalated—F6 button will accomplish three things:

e it will clear the Escalated Date and Time fields found in the top right corner of the panel

Escalated  |0g/03/2007 |DE:52
AND I

e it will also clear the task escalated notification found in the top left corner of the panel

Task escalated to SYSTEM 08 Mar 07 l

WHICH WILL THEN
¢ allow the task to be returned to the queue for tracking and possible escalation

Click on the Task List F7 button to see the View all Tasks panel. The push buttons on the bottom of the View all
Tasks panel will allow you to view the tasks specific to the record in a variety of ways; All F4, Outstanding F2,
Overdue F3, Completed F4 or Show Your Tasks F8.

CHTK1B View all Tasks
No. Assigned Task Assign To Target Done Cancel

SARA

To go 1o a specific task. double cick on &t

[ anrs | [oustangingF2| | OverdueF3 | | CompletedF4 | [ Show YourTasksFs | [ coseFiz |

Tasks can be cancelled if necessary by clicking Cancel. The task which you are currently on will be cancelled or
deactivated. Cancelled tasks will not be escalated if not accepted or completed on time. A cancelled notation will
appear below the Group field alerting Users to the status.

Group IWleEI'S Safety Insurance Board

Task cancelled by SP 30 Nov 06

Azsigned to [BARE SCOTT
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Click on the Print icon and two print option panels will be provided.

SL42 Select one option

F

Show your tasks only

F2 Show everyone's tasks

SL42 Select one option

F1 Show list

o il - F2 Include detail
Single click on option or press Function key nclude. gotals

F3 Include details plus result

| GoBack Esc | | ExtF12 |

A task report will be produced based on the criteria chosen.

Click on the Page Back arrow to return to the previous task in the sequence (ie: if you are on task “3 of 5”, you will
be returned to “2 of 5”).

Click on the Page Advance arrow to move forward to the next task in the sequence (ie: if you are on task “3 of 5”
you will presented with “4 of 5”)
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Assigning Tasks Relative to a Module

There may be times when it is necessary to assign
tasks which are relative to the overall module and not
to a specific incident/event/occurrence. For example,
it may be a task assigned to the User regarding their
job responsibilities.

To do this, on the Incident Reporting module Main
Menu screen click the Incidents drop down and Task
Manager, then select Assign Tasks Relative to this
Module.

The Task Management panel will appear for
completion.

" Parklane

Incidents | Costs Statistics  Attributes  Management Graphs More Home

Open Incident

Mew Incident

Search Incidents

Review Dates Work Sheet
D41 Added Incidents

Exports

T0X XML Document Log
D'W SR/IMI Exception Report

Task Manager

3 Assign Tasks Relative to this Module

2_Add new inci

2 Incident Search

Current User's Qutstanding Tasks
Manager's Staff Outstanding Tasks
TKM Task Report

TKC Task Export

dent

The format and functionality of this Task Management panel is identical to the one described previously.

All of the task manager reports will include both the tasks which (@
are specific to incidents/events/occurrences, etc. and those

which are relative to the module(s) in general.

There are two options available to the User for the
viewing/printing of task reports:

To view/print all tasks assigned to the User throughout all of the
modules, which the User has access to, click on Go To then
Outstanding Tasks from the Parklane Systems’ Main Menu panel.

Task

Manager Reports

't Parklane -

|GoTo| About Exit

Switch Files  Esc
Outstanding Tasks

Maintenance

T70 Review Dates

Who's Currently Logged In
Security

Login Rules

Guides and Tutorials

Version prior to V12
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Alternatively, to view/print tasks specific to a

% Parklane -

module, select the module (in this case

Incidents | Costs Statistics Attributes Management Graphs More Home

Incident Reporting) from the Main Menu
panel, click on Incidents and then Task
Manager on the Incident Reporting panel.
Make the report selection which best suits
your needs from the four choices; Current
User’s Outstanding Tasks, Manager’s Staff
Outstanding Tasks, Task Report or Task
Export.

Open Incident F1
New Incident F2
Search Incidents F6

Review Dates Work Sheet

D41 Added Incidents

History of Electronic Forms
Exports

TOX XML Document Log
DW6 SR/IMI Exception Report
Task Manager

4. Review Dates Work Sheet

Assign Tasks Relative to this Module
Current User's Outstanding Tasks
Manager's Staff Outstanding Tasks
TKM Task Report

TKC Task Export

Outstanding Tasks (User’s tasks from all modules)

Once you have selected the Outstanding Tasks option from the Parklane Systems’ Main Menu panel you will be

presented with the Task Manager panel:

' CHTKZ Task Manager

Users Outstanding Tasks For Current Module

Module Comp. Assigned To Record Description

Task

Target Check if completed
Date or Edt to see task

[ncRpt [001 [SARAKANE [s.8ROOK, Key 88 LT 20 May 13
[ncRpt [001  [SARAKANE [S.BROOK, Key 66 LT 20 May 13
IncRpt [001 [SARAKANE [s.BROOK. Key 86 LT 20 May 13
[ |

"Suoar - Update Inc Rec with Days Lost
"CM -Advised WSS of Days Lost, Credes,
[GENERAL NOTFICATION NCOENT OCCURED

101062013
[1210822013
220572013

[ncRpt [001  [sara-OF [BAFFLECK, Key 142 LT 31 Jan 14

[cw - Update Inc Rec with WS intial Do

(1422014

[mcRpt [001  [sara-Dr [PAARON, Key2s LT 13Mar 14

[cu - Update Inc Rec with WSS Intial Do

270372014

[ (

|

—
—1

(
(
(
[
[
(

(
[
\
(
|
(

This panel will allow you to:

e Mark a task as complete by clicking on the check box directly to the right of the selected task’s target date,
the3 current date and time will auto-fill on the task record.

or

e Modify the task by clicking on the “Edit” button which will open the attached Task Management panel
allowing you to make the necessary changes/additions.
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Current User’s Outstanding Tasks

This option will present the User with a Task Manager panel, as shown previously, which lists all of the User’s

uncompleted or outstanding tasks for the module which the User is currently in. The functionality of completing or
editing tasks is the same as described above.

Manager’s Staff Outstanding Tasks

This option will present the User with a Task Manager panel, as shown previously, which lists all of the incomplete
or outstanding tasks for the module which the User is currently in, and which are assigned to other staff members

but which may be escalated to the User at some point in time. The functionality of completing or editing tasks is
the same as described above.

Task Report

This option will allow the User to print a variety of reports which will show tasks within the chosen module assigned
to all individuals.

The User’s chosen criteria from the various selection panels will determine what will appear on the report:
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Task Export

This option will allow the User to export data showing tasks within the chosen module assigned to all individuals

The User’s chosen criteria from the various selection panels will determine what will appear in the export, which
can be generated directly to Excel.

The information contained within the file can be easily manipulated. This powerful and extremely convenient
feature will allow you limitless possibilities for creating customized reports, providing you with exactly the
information you require in a format of your choosing.

The following fields of information are included in the Incident Task Export:

Assign to Acceptance Required Date
Description (from Task Manager Panel) Acceptance Required Time
Incident Report Date Acceptance Date
Employee Key Acceptance Time

Task (description) Escalate To

Assign Date Escalate Date

Assign Time Escalate Time

Target Date Estimate Time

Target Time Estimate Cost

Completion Date Actual Time

Completion Time Actual Cost

Declined

NOTE: Fields will vary based on the module from which you are exporting tasks.
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