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Setting Up a Checklist for a Task 

To Create a new check list, click the drop down arrow under task info, then click maintain checklists. (Shown 

Below) 

  

Below is a look at the check list maintence screen. As you can see there are a few things we need to type in to 

create our first checklist. 



 

To Create a new check list start typing a name for the check list in the Check List Name Field as shown below. 

  

 

  

  

Fill out the remaing fields as shown below. 



 
 

 


	install
	install
	install

