
How to Check and Approve Tasks 

1. Once the request is open – Make sure you are in “Task List” tab to check and 

approve the task. 

 

 
 

2. Once the dates have been verified, you must click on the Task List tab where you will 

click the Assign button.  

 
SPECIAL NOTE for Assigning Multiple Dates: 

 

When there are multiple dates/rooms requested for a single event, you can assign them all at 

once by following the steps below.  You must first verify – per steps above that all dates are ok 

to assign.   

Once verified: Click on More Actions – click Assing All your task in this section.  This will assing all of 

the dates/rooms requested at once. 

 

 



 

 

 

 

 

 

 

 


