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This manual is documentation for using tasks in the INPCMS system. 
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Tasks Overview 
 

This manual will show you how to use tasks in INPCMS.  The 
purpose of a task is to help keep track of various actions that 
need performed on a case or other item throughout its lifespan. 

 A task has the following attributes: 

• Assigned User 

This links to an active user in INPCMS.  If you are 
unsure who it should be assigned to at the time of 
creation, “Unassigned” can be used instead of 
choosing a user. 

• Priority 

The default values are Low, Medium, or High.  If your 
county would like a different set of priorities, this is 
a configurable field. 

• Due Date 

This is the date by which the task should be 
completed. 
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• Type 

This is the object for which the task is associated, if 
any.  For instance a task can be associated with a 
case, document, offender, etc. 

• Message 

The message indicates the purpose of the task. 

• Completion Request 

This will cause a notification to be sent to the user 
that initially created the task, letting them know 
that it has been completed. 
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User Options 
There are a few options that are configurable on a per user basis.  These options can be found by 
clicking on your name in the upper left hand corner of the INPCMS. 

 

Object Tasks Orientation – This is where an object’s tasks will be displayed in the tab when viewing the 
object.  (See Viewing an Object’s Tasks Section) 

Display Completed Tasks on Object – Determines whether or not you want to see the completed tasks 
for an object.  (See Viewing an Object’s Tasks Section) 

Default User for Tasks – If this is defined,  when you create a task, the default assigned user will be 
populated with this value. 

Populate User for EFM documents – When uploading an EFM document to the case, automatically set 
the assigned user for creating a task.  If this is not checked and a user is not selected when uploading a 
document, a task will not be created. 

Populate User for New Attached Files – When attaching a file to the case, automatically set the assigned 
user for creating a task.  If this is not checked and a user is not selected when attaching a file, a task will 
not be created. 
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Creating a New Task 
Tasks can be created a number of ways.    

 

1. You can create a general task, not associated with any object.  This can be found in the menu at 
the top of INPCMS. 

 

 

2. If you would like to create a task associated with an object, you can find it in the objects menu 
or by right clicking on the object in the tree.  Currently tasks can be associated with a case, 
offender, case notes, victim, witness, document, attached file, and file stamped document for 
criminal, juvenile, or forfeiture cases.  They can also be associated with an issuer or check in the 
bad checks module. 
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             When you create a task,  a panel will be displayed so you can fill in the necessary fields. 

 

 

3. You can create a task when attaching a file to the case. If the “Assign task to user” field is left 
blank, a task will not be created when uploading the file to the case. 
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4. You can create a task when uploading a file stamped document from the EFM to the case.  If the 
“Assign task to user” field is left blank, a task will not be created when uploading the file to the 
case. 

                            
 

5. When a case is created, there can be a number of actions that a Prosecutor or Paralegal might 
need to perform.  There is built in functionality to define these initial case tasks for your county.  
When these are defined, you have the ability to assign all of these tasks to a user at once.  From 
the case tab, select the appropriate menu option. 
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From there you can select the tasks you would like created for this new case from the set of configured 
tasks, and assign them to a user or leave them as unassigned. 
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Task Center 
The task center can be accessed by clicking on the “Tasks” link at the top of the application.  The number 
beside the link represents the number of active tasks currently assigned to the user. 

 

 

When the task center is open, you will see a table displaying your current active tasks.  If you would like 
to show your completed tasks or search your tasks (you can search on the “Task” column information 
only), fill in the information and select the update button.  Some of the various columns are sortable by 
clicking on their cooresponding header.  
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While it defaults to your tasks, you have the ability to view the tasks for which you have asked for a 
receipt upon completion, as well as the ability to view Unassigned tasks and group tasks for which you 
have been granted access.  If you have the appropriate permissions, you will also have access to view 
active tasks assigned to other users. 

       

 

If you right click anywhere in the table, you will be prompted with a few options for the task. 

 Open Task will open a new tab and allow you 
to edit the task. 

Open Object will open the object for which 
the task is associated.  So a case task will 
open the case, document task open the 
document, etc. 

View Log will open a panel with a history of 
the task. 

You are also able to double click on one of the tasks to open up the task in a new tab for editing. 
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If you have the appropriate permissions, you can edit the status, assigned user, priority, and due date of 
a task.  If you do not have the appropriate permissions, you will not be given the option to update the 
task. 
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If you are assigning the task to a new user, you will be gven the ability to add a note to the original task.    
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The task log will show any action that has been performed on the task, including viewing the task. 

 

 

 

 

 

 

 

 

 

 

 



 
 

10 West Market Street | Suite 1300 | Indianapolis, IN 46204 | 317.493.2000 
  
 

Page | 15   
 

Viewing an Object’s Tasks 
When you are viewing one of the objects that can have a task associated with it, the tasks will appear in 
the area defined in your user preferences.  The defaults for these are displaying at the bottom of the 
object, and showing all tasks both active and completed. 
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If you are in a case tab, you are given the option to view all of the tasks that are associated for the case.  
So besides the tasks for the case itself, you will also see any tasks assigned to any victims, witnesses, or 
documents.   
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