
Risk Manager - Complete a 
Task

Is your Task Assigned to a 
Site?

Go to Compliance Task and 
'Assign Task' 

No Yes

Locate and select the Task

Are you awaiting the 
certificate for this Task?

Select an 'Outcome'

Select 'Complete' to mark 
the Task as completed

No

Select 'Outcome' and then 
'Confirm'

Yes

Note* When certificate is received and 
ready to upload, follow steps again to 

complete the job

Then

Passed

Add a Reactive job and 
complete the mandatory 

fields

Select 'Add Job'

Upload evidence if required

Is the Outcome 
'Passed' 'Exceptions' or 

'Failed'?

Exceptions / 
Failed

Note* 
Review soon Tasks can only be completed once it is in the 'days before to notify' period prior to the due date. Compliant Tasks cannot be completed 
to ensure you don't bypass the schedule set by your organisation

Reactive jobs raised will appear in the Reactive Maintenace module.

If Outcome is 'Failed', enter in a 
retest date

Select 'Complete' to mark 
the Task as completed

Note* Multiple jobs can be added by 
selecting ' Add another job'
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