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Tasks and Actions are 
accessible within the case 
record itself. From your user 
home page, access a case 
record by hovering your 
mouse over the row of the 
case you want to access. As 
you do so, the row will 
highlight. Click anywhere 
within the row to access that 
case record. 

TASKS TAB
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TASKS AND ACTIONS MENUS

The Tasks and Actions menus are located 
to the right-center of a case. 
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TASKS

Tasks are pending actions on a case 
that require a specific user to review 
and/or complete. The number of 
Tasks due on the case will be 
indicated in the parenthesis.

To access the tasks menu, simply 
hover your mouse over it. 
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TASKS

When your mouse is hovered over the 
Tasks menu, the menu options will appear 
and display any pending tasks due on a 
specific case. Pending tasks due on a case 
will be dependent on what Phase and 
Status a case is in and if there are any 
occurrences or milestones on a case that 
would cause a Task to be triggered.

To access a task, click on the one you want 
to complete. 



6

TASKS

Depending on the task selected, a pop-up 
window will appear, and will assist you with 
completing the task. 
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ACTIONS

Actions are activities that can be done on a 
case but, unlike Tasks, Actions are not 
triggered by another user. Instead, Actions
must be initiated by the user.



8

ACTIONS

As with Tasks, hovering your mouse over the 
Actions menu will reveal a list of actions that 
can be taken on particular case. Actions
available on a case will also be dependent on 
the case’s Phase and Status and your role on 
the case (i.e. Applicant or 
Carrier/Respondent).

Click on an action you want to perform from 
the list, and ADR Center will guide you on 
how to complete it. Certain Actions taken 
may cause additional Tasks to be triggered 
for a particular user to review and/or 
complete.
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ACTIONS

Again, depending on the action selected, a 
pop-up window will appear to assist you with 
completing the action.
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FILTER YOUR VIEW

You also have the ability to filter your view of 
cases by pending tasks due. From your user 
home page, click on the arrow tab on the left 
to access the case filtering options.
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FILTER YOUR VIEW

The tab will expand and a list of any pending 
tasks on your cases will be displayed at the 
top. To filter your cases by a specific pending 
task(s), simply check on the corresponding 
task(s) from the list.

Once you have selected the task(s) by which 
you want to filter, click SEARCH and the 
home page will filter and update to display 
only cases that have those particular task(s) 
due. From there, click on the case record you 
want to access.
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