
2023/03/29 - Release Notes EpiSoft V2 Tasking Module 

The EpiSoft Tasking module has undergone a major upgrade with a number of user change requests in scope for this release: 

 

Getting started / setup (groups and task types). 
 

Before you start using Task Module V2 in earnest, have you had your organisation's system administrator do the following: 

 

Review and add to if need be the list of task groups that you want to use (we recommend role-groups where possible because it will be easier 

maintenance for you rather than a list of defined users) 

Review and add to the list of task types that you want to use regularly and made sure that the default group is the one that should see the task? 

 

Details on how to do this can be found at the end of the general user guide under the section titled for "EpiSoft System Administrators / Advanced 

Users" 

 

If you set up properly with the groups you need and the task types that are frequently used, your organisation will get greater benefits out of the use 

the EpiSoft Task Module V2. 

 

EpiSoft is happy to assist any of our customers who want help setting up their groups or task types. Note that role-based groups can include more 

than one role. 

 

QUICK GUIDE TO TASK MODULE AND WHEN TO USE WHICH BUTTON 
 

The task module V2 is designed to be a communication tool within your organisation and the list of changes to the task will be stamped in the 

comments field so you can see the progress of the task.   

What is shown under My Tasks tab? 

Any task assigned to you as an individual or to a group of which you are a member. 

They can be patient tasks or general / non patient tasks.   

They should only be items that you have to action – if it is a group task, any member of the group could action that task (complete it, comment on it 

and leave it on the list, forward to somebody else or reply back to the previously assigned party).   



You will see the top 200 tasks in your list ordered by Urgent, Tasks with no due date and then tasks with a due date in order of due date.  There are 

multiple search fields to find tasks that you know have been assigned to you but not visible at the top 200 list.   

When should I use the EDIT button? 

 

Only use the Edit button if you want to change the due date (or set a due date if one wasn't added originally), or change a task from not urgent to 

urgent (if it wasn't urgent but has become so), or change the subject or details text of the task. 

 

Otherwise don't hit Edit. Hit something else. 

 

When should I use the FORWARD button? 

 

If someone gave you a task to do and you are really not the person who should be acting on it, forward it someone else (or ideally a group). 

 

This button was previously "Reassign". We have renamed it Forward so it's more like email terminology and works the same way. Type into the user 

search or the group search who you want to forward it to. 

 

Tip for first release: Add the Comment AFTER you hit Forward. 

 

You don't have to add a comment, you could just forward if you think it will be clear to the recipient of the task why they need to action it and not you. 

 

When should I use the REPLY button? 

 

You want a quick way to redirect a task back to someone who sent you a task (this works EXACTLY like Forward except it loads the previously 

assigned user/s or group/s for your convenience). 

 

Example: I've got a task allocated from a colleague and need more info to action it - hit reply and then type in comment field - I need the following info. 

You will see that the reply option loads the last assigned user/s or group/s so check you are replying to the right person before saving. 

 

Make sure you check when the page opens in 'REPLY' mode that you check it is replying to who you want to reply to. The last assigned user will 

generally NOT be the task creator. 

 

Tip for first release: Add the Comment AFTER you hit Reply. 

 

You probably need to add a comment on a Reply otherwise the recipient/s of the Reply will not know why you have sent the task back to them. 



 

When should I use SAVE AND COMPLETE button? 

 

If you complete a task you are completing this on behalf of all the assigned users and members of the group on that task - this means there is no 

further action necessary on this task by anyone. If you add a comment prior to hitting save & complete it will also save your comment. 

 

When should I use the SAVE button? 

 

If the task is incomplete and you don't want to forward it to anyone else, you can add a comment and save. This will keep the task allocated to the 

same user/s or group/s but still active (ie there is still stuff to do but you want to make a record of progress). 

 

If you add a comment prior to hitting save & complete it will also save your comment. 

 

When should I use the DELETE button? 

 

If you have made a mistake such as adding a new task and adding it to the wrong patient. Delete the task and add it to right patient. 

 

What if I want to see the task in My Tasks list after I've replied to it (I don't want it to disappear off my own To Do list). 

 

Add yourself to the cc list list when you Reply. 

 

What if I have a lot of tasks allocated to me personally (not a group) and I'm going away and need someone else to action them? 

 

Use the Bulk Forward option to move tasks from your list to someone else's. There are limited options to Bulk Forward in this release (due date or task 

type only) so you might have to check your My Tasks list to see what didn't get picked up by your Bulk Forward. 

 

What if I want to see what tasks I created and their current status? 

 

Go to Sent Tasks tab. 

 

What are Protocol Tasks? 

 

Tasks created within the definition of a protocol; the standard flow is to complete these on the nurse drug administration chart. If they are not 

completed on the nurse drug chart, they previously could clog up the tasks module hence we have moved them to their own tab. 



 

Generally you can ignore this tab unless you are a local system administrator, you have a role in clinical governance and you are creating/defining 

protocols with task steps, you have a role in clinical trail data task compliance. This a read-only list however from the task main module, you can 

complete old tasks that were never completed if the due date is in the past. 

 

Every time I create a particular task, I need to assign it to the same few users - how do I make this easier? 

 

Talk to your local system administrator about setting up an ad hoc group with these 5 users and get them to tell you what they have named the group. 

From then on you can assign the task to one group, not 5 users. 

 

What is the quickest way to add a New Task about a Patient while in the patient record. 

 

Use the New Task button to the right of the Patient Timeline. See below 

 

 

 
 

 

 

How do I know whether this task has just been assigned to me or it's a group task and I can see it as part of the group? 

 

See screenshot below – icon on task grid shows whether the task is a group task. 

 



 
 

 

 

If the above quick guide provides you what you need to know to get started, you can stop reading now. Further detail below. 

 

ADDITIONAL INFO / DETAILED GUIDE 

 

New Layout shows the task list down the left and comments and threaded comments are always visible in the task pane. This makes the task module 

more 'conversational' - if you have a group of people working on the same task just add a comment and save to keep the conversation within the 

current group. 



 

Quick ways to add a New Task: 

 

Link button + keyboard shortcuts - click the Question Mark icon to view the keyboard shortcuts at any time until you know them well. They will save 

time for power users! 

 

 

 
 

 

 

While in Patient Record you can access the New Task page by selecting this new button in the patient record buttons list (see below). 

 



 
 

 

Note the above quick link button does not (after adding new task) navigate you back to where you came from – it is a planned future enhancement to 

open in a new tab and close to navigate you back (let us know if that will be very useful and we will set priority).  Meantime this page will open in the 

main patient record New Task page and you can create a new task for that patient.   

 

In addition to the button navigation, there is also quicker navigation from the existing patient record menu Reminders/Tasks into tasks - the task list is 

now the first (default) tab via this menu item with Reminders and Admin Notes now at the end of this tab list. 



 

 
 

Quicker/Easier patient search 

 

When creating a new task from within the My Task main menu option, you can now search for patient name as well as ID. The patient search 

typeahead will return you a list of matched patients with additional data to confirm you have the right patient before selection. 

 



 
 

 

 

 

Quick link into the Patient record (Record Summary) from Task Module 

If you hover over the patient demographics at the top of a created task, this is a quick link in to the patient’s Record Summary. 



 

 
 

 



Due date is no longer mandatory + we have a new Urgent flag 

 

 

This will ensure the task is at the top of the list but you also can filter to see only Urgent (select the dropdown list where it says Active and change filter 

to urgent if you wish) 

 

 
 

 

The order of the list (other than for completed tasks) is as follows: Urgent, followed by tasks with no due date followed by tasks with a due date in 

order of due date 

 

For completed tasks, the order is: date task completed (derived from the date task last modified - 99% of the time this will be the completed date as 



well (unless on the rare occasion you edit a task after it's completed). 

 

In addition to making the task due date no longer mandatory, the legend of task colours has some additional colour codes (see below) 

 

 
 



 

Task Type dropdown list is a typeahead dropdown list and is no longer mandatory 

If you use an existing task from the typeahead task type list, it will come up with default task definition including default group (if the task type has one) 

in the Assigned Groups text box, as well as the subject and details from the task definition.  These can be edited if need be / tailored to the particular 

patient. 

Alternatively if you can’t find a task type to match your need for a task from available typeahead list of task types, you can leave the task type 

dropdown blank.  If you do this, Subject becomes mandatory; the task subject then displays in the task grid in place of the task type text from the 

dropdown. 

Both task type text and subject are searchable in the same search box. 



 

 
 

 

 

However if you can't find a user task type that matches what you want and if the task type you want is not likely to be regularly needed, leave the task 

type dropdown blank and just type in the subject. This will appear in the grid on the left in the place of task type - if the task type is blank. 

 



 
 

 

 

More flexible assignment and forwarding 

 

In previous version you could allocate tasks to one user or one group. Now you can allocate your task to any number of users or groups.   

 



 
 

 

More task module search parameters 

 

 



 
 

 

Sent Tasks 

From the Sent Tasks tab, you can see tasks you have created and assigned to others.  From here you can forward to another party if they have been 

allocated incorrectly.   

 



 
 

 

Bulk Forward Tasks 

You can bulk forward tasks currently assigned to you to somebody else (user or group).  For example if you are going on leave and another person 

will be actioning your tasks in your absence. 

In Task Module V2 currently there are only two selection criteria being a selected task type or tasks within a due date range.  We will be adding to 

these selection options over time based on feedback from our users.   

 



 

 

All Tasks 

This is a tab only available to some roles in an organisation such as senior practice managers, system administrators and the like.  You can see All 

Tasks allocated to anyone by anyone in your organisation; you could reallocate them if need be from this tab.    

It does not include protocol tasks which are in their own tab. 



 
 

 

Maintain Groups 

The maintain groups tab opens a popup from where you can see all the groups within your organisation and can create other groups if need be.  You 

can also edit the members of an existing group by clicking the relevant row. 



Maintaining Groups for an organisation does not have any special permissions in the system but we suggest you set up a policy where a small  

number of staff maintain the groups on behalf of everyone else so it can be centrally managed and everyone is aware what the groups are for and 

who is in them. 

 

 

 



 

Role-based groups 

If you create a role-based group this will be easier to maintain than an other (ad hoc) group because it means anyone in that role (or roles) will receive 

a task assigned to that group. 

You need to give the group a name (mandatory).  The group name will be the item that is searchable by someone allocating the task so should be 

descriptive enough for users to know whos’ in it. 

To add more than one role to a role-based group, select the role from the dropdown and click add.  This will build the list and make sure you hit save 

when the list of roles if what you want. 

 



 

 

Other groups 



You can do the same for other groups – select from a list of users in your organisation, click Add to build the list and Save when the built list is 

completed. 

 



 

Tasks in the Patient Record 



From the Reminders/Tasks patient record menu, you can access the Patient Record version of the tasking module. 

All the same features are available here as documented above.  Search fields search only this patient record.   

All Tasks is visible to all users (unlike the main module where it is available to only senior system administrators) – for patient safety reasons so that 

everyone is aware what tasks are active / pending for a patient. 

Sent reminders is still available in this module except their tabs have been moved to the right so tasking module is the default when you open from 

this menu item. 

 

 

 

 

 



Additional Features For System Administrators and Protocol Creators 

Task Types 

The creation and maintenance of task types is a role-based privilege under System Administration. Let us know if you advanced system 

administrators do not have access to this.  This was an existing page but has undergone a number of changes. 

We have one or two old task types that are in use by multiple organisations and only one organisation can update the task definition.  We will work 

with affected organisations to clone these so each organisation can maintain their own.   

We have added some search fields and a new flag to set a protocol task.  If you are not using the Protocol Administration module at all, you should 

never set this to true. 



 

 

More about Protocol tasks 

 

See Quick Guide above for how protocol tasks are now separated from general tasks but in addition, we have made it easier to protocol definition 

creators to add protocol tasks while they are in the protocol administration module. See below. 

Adding protocols with tasks 



You can now add task types while you are in the protocol definition page (task step page).  There are quick link buttons to Add a new group or check 

members of an existing group as well as add a new Task Type. 

If you add a new task type from here, it will be immediately locked down as a protocol task and cannot be used in the main My Tasks module.  It is 

designed to be completed on the nurse drug administration chart.   

The ‘Clinician Task’ step in a protocol should be linked to an appointment same as medication steps so that it always moves in synch with the 

appointment. 

If the nursing staff fail to complete the tasks on the drug chart then they can be completed via the main tasks module (Protocol Tasks) however if this 

is a clinical trial protocol that could affect compliance / audit.  

 
 

The function to assign a protocol task to a nursing group and to complete the task via the drug administration is existing v1 task function. 

The new features are: 

Quick links to add task types when needed during protocol creation (see above)  

Any changes via Edit Protocol will be logged in the Protocol Tasks tab in the My Tasks main module as well as when completed. 

Protocol tasks and non protocol tasks are now in completely separate tabs. 

 



 

 

 

 


