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HOW-TO: RESPOND TO A TASK

FOR: Applicants
DESCRIPTION: How to respond to a task that was either assigned to you or your organization.
DEFINITIONS: NA

PREREQUISITES:
e How-To: Submit a Compliance Application, IT.GDE.8.008

PROCESS:

1. AFACT Accreditation Portal automated email is sent to the organization’s director, primary contact,
and alternate contact(s) indicating a Task is available for response.
a. AnAccess the Portal link is included in the email that will open the Tasks landing page.
2. Inthe left navigation pane, select My Tasks. All tasks assigned to the individual and the organization
display. Select the View icon in the Actions column to view the task.

My Tasks
My Applications
summary Task Type Assigned To Site Scope Types Service Types Open Date Due Date T submitted Date status T Actions
Filter v ter v v v
Respond to a MNew Request for ~ Test Verification 4 Related Fixed (CB) CB Bank 02/08/2024 03/28/2024 opel
Test Task Documentation Unrelated Fixed (CB) P
Open Task New Requestfor  Test Verification ] Adult Allogensic Clinical Program 085/08/2023 . Fast

Documentation cT
Due

Note: tasks that are Open

or RFl in Progress are TM
available for response. If a o
task is Past Due, contact + rask Assigned T i

your FACT Accreditation esnens e | rwceies(os

Coordinator.

3. Review the Task Details.

3 Test
4. Select Reply. A text field
area displays. i
A0~ cepy

] p—
Report an Issue
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5. Enter a response in the field. If evidence is required select + Attach Documents. Refer to How-To:
Submit a Compliance Application for instructions regarding how to attach a document.

Discussion Comments

n Rﬁ RF| Created By Allison Miller - 02/12/2024 08:37 AM

Test
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Characters - 0
Applicant Response v "B save ¥ cancel

6. Select Save to save comments (Applicant Response) immediately below the comment field.
7. Select the blue Save OR Cancel button to return later to complete the Task.

8. After the task is complete, select Submit Task to save and submit the Task.

Discussion Comments

a R‘ RFI Created By Allison Miller - 02{12/202410:30 AM

Test
™ Reply
@ Applicc nt Response Creatad By Heather Conway on behalf of Primary Contact 2 - 02/12/2024 10:31 AM
i x
Test Response.
@ Attachment: Blank Document - Copy.docx
& Reply | ¥D) History | [# Edit
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Save Submit Task Cancel

9. The task closes and a pop-up message displays, indicating the task o Success ®
Task Submitted!

was submitted successfully.

10. An email is sent to the organization’s director, primary contact, and alternate contact(s) indicating
the task was submitted.
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