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Navigate to the 

Create Page

Creating a Task

Create within 
messages

Tap the message icon

Tap “Create” It should look like this:

Enter a name & instructions Add start/end dates, & people taking the task
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View open or 
completed tasks

Tasks	   are	   the	  backbone	   to	  Callibrain	  ensuring	   that	  people	   are	   reminded	  of	   the	  daily	  work	  
they	  have	  to	  be	  completed.	  Tasks	  not	  only	  help	  you	  stay	  on	  track,	  but	  they	  help	  you	  keep	  a	  
record	  of	  everything	  you	  have	  completed.	  Tasks	  can	  come	  from	  mul<ple	  areas	  of	  Callibrain	  
such	  as	  ini<a<ves	  or	  surveys.	  Callibrain	  shows	  the	  history	  of	  all	  your	  tasks.	  This	  cheat	  sheet	  
will	  help	  you	  in	  crea<ng	  a	  task	  for	  yourself	  or	  for	  others.	  

Enter basic 
information

Select the space Add collaborators if necessary

Select a space & 
add collaborators

Find the person For open, select “Open”

Select “Create Task” It should look like this:

Select “Tasks”

OR

For completed, select “Completed”



Frequently Asked Questions:!!
Can I assign a task to someone else? !
Yes, you can create tasks and assign them to other people. !!
Can I assign a task to multiple people? !
Yes, on the creation page, under people, add as many as you would like.!!
What is the difference between adding people and adding collaborators? !
When you add people, you assign the task to those you choose. When you add collaborators, 
you add people who can edit the task or you can assign a different owner. !!
Can someone who is assigned the task also be a collaborator? !
Yes, task assignees also can be collaborators or owners. !!
Will the task assignees be notified that I created a task for them? !
Yes, task assignees will receive a notification they’ve been assigned a new task by you or who 
ever you select as the owner.!!
Will I be notified when the assignees complete their task? !
Yes, Callibrain notifies you when each assignee has completed the task.!!
Will I be notified if an assignee has not completed a task on time? !
Currently Callibrain does not notify the creator or owner when a task is not completed on time. 
However, since all tasks are shown on the “Task” page, and an overdue task is clearly defined. 
Overdue tasks are shown in red.!!
Can you explain initiative-based tasks?!
Initiative-based tasks are tasks that directly relate to a certain initiative. When applicable, add 
your task to it’s associated initiative because it becomes part of the initiative details.!


