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Reassign Tasks 
 
If you have the authority, you can assign some of your tasks to another worktray. 
You can also go into other worktrays and reassign tasks to yourself.  
 
Access your tasktray and hover over one of your tasks. 
 

 
You will see a radio dial 
appear on the left-hand 
side of the task.  
 
 
 
 
 

 
 
You can click in this and a tick will appear. You can hover over other records 
and place tick in these too. 
 
 
 
 

 
 
On the right-hand side of the task, you will see a blue spanner icon. 
 
 
 
 
Click on the spanner icon and the following pop-up will appear. 

 
You can reassign the task to 
someone else by clicking 
the X next to your name 
and then choosing 
someone else. You can also 
change priority and add 
comments.  
 
You would then click on the 
Save button and that 
individual task would be 
sent to the person you 
reassigned it to. 
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Alternatively, you can use a drag and drop method. To do this select one or more of your tasks by 
clicking on the radio dials to the left-hand side of the task/s.   
 
Once done, hover your mouse pointer over one of the tasks, left click on your mouse and whilst 
keeping hold of the left mouse button, drag your tasks into the tray you wish for them to be reassigned 
to from the left-hand side.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Now let go of your mouse button and a pop-
up will appear. 
 
 
 
 
 
Click on the Re-Assign button and the tasks 
will have been successfully reassigned. 
 
 
 
 
 
If you want to assign tasks to yourself from a different worktray, access the worktray and then you 
can follow the same procedure to reassign them to yourself. 


