BRIDGE Job Aid: Marking a Task Complete in Task List

Step 1: Select My Open Tasks to
8 2 =# review assigned task
e T D g © P = e On BRIDGE landing page, select My
i o i = e Open Tasks on left side of page
o This will show you the currently
assigned task in your worklist
e U= " " 7| Step 2: Select the current task to
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expand the task page

e Thetask page displays status,
days left to complete, and
priority

e You must decide if you have
completed the work
associated with the task

Step 3: Select the Submit Task
button and Yes in the confirmation
message

e Oncethe taskis submitted, the

task status changes to closed
Task Manager

e Clickthe Xin the upper right

corner to close the current task
& e The nexttaskin the list will be
assigned and display in the
worklist

? Thiz will complete the preparation of the task. You will no longer have the abikty to change it. Are you sure that you want to procsed?

S SubmitTask | Acions¥ | (O () X




Worlklist

Hl?ﬁc} Fusion Clou

Fund Purpose Stateme

§ Fund Purpose Statements

Bl Dashboards

E Data

Step 4: Select the Tasks button to see all
tasks

o See all assigned tasks and their status
o TaskID provides the recommended order
to complete tasks
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Name Task ID Status Start Date End Date
{lcon)
Seed Budget Review 38 @  Sep4, 2026 1:00 PM (Day 0) UTC  Oct 16, 2026 2:00 PM (Day 30)
Fund Purpose Statement Review 438 Oct 16, 2026 2:00 PM (Day 30) UTC Oct 16, 2026 2:00 PM (Day 30)
Receipts Analysis a3c Oct 16, 2026 2:00 PM (Day 30) UTC Oct 16, 2026 2:00 PM (Day 30)
Federal Payroll Taxes & Lease Increases 43D Oct 16, 2026 2:00 PM (Day 30) UTC Oct 16, 2026 2:00 PM (Day 30)
FTE & Salary Reserve Reconciliation a3E Oct 16, 2026 2:00 PM (Day 30) UTC Oct 16, 2026 2:00 PM (Day 30)
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