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Tasks are the to-dos of the firm. Each task can have a priority and a due date, be assigned to anyone on the 
team and be linked to a client or a case, so it shows up on that record too. Follow them in a list or on a Kanban 
board.

The firm, its staff and the client («Daniela Ruiz») in this guide are fictional.

1. Open Tasks
In the left menu, open Home and click Tasks.
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2. The firm’s tasks
Each task shows its priority, its due date (red when it is late), the record it belongs to and who it is assigned to.

3. New task
Click New task.
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4. What needs doing
Type the title. Add details in Description if the person doing it will need them.

5. Priority and due date
Pick a Priority, then a Due date: choose it in the calendar or type it.
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6. Assign it
In Assigned to, choose who will do it. Leave it Unassigned to keep it for later.

7. Link it to the case
In Related to, pick the kind of record (here Cases), then search by name or folio. The task will also appear on 
that case.
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8. Save
Check the task and click Save.

9. The Kanban board
Click Kanban to see the tasks by status: Pending, In progress, Completed. Drag a card to another column to 
change its status.
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10. Only mine
Mine shows only the tasks assigned to you; Overdue only the late ones. Use them together to see what you owe 
today.

Good to know
■ From the case itself: the case’s Tasks panel has an Add button that creates a task already linked to that 

case.

■ From anywhere: the check-box icon at the top of every screen opens the same New task window.

■ See them on the calendar: View in calendar shows tasks on their due dates.

Questions: hello@immcase.com.
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