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Create a Task - Process Help  

Use these instructions to create a single or multiple tasks. 

Prerequisites 

• You must have one of the following responsibilities to create a task: 
o ORG Account Establishment Specialist 
o ORG Account Establishment Specialist with Budget Approval 
o ORG Account Establishment Administrator 

• The project must already exist in the Oracle business system. 

To create a task: 

1. Select Projects to open the Find Projects form. 

2. Search for one of the following to narrow your search: 

Number, name, type, organization, status, category, class code, 
Key Member name, number, role.  Click Find to open the Projects, 
Templates Summary form. 
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3. Click in the row to select the project that you will use to 
create the new task.  

4. Click Open to open the Projects, Templates form. 

 

 

 

 

 

 

5. Click the box next to Tasks in the Options region to open 
the Tasks form.  

Note: One task defaults from the project with number, 
name, description, start date, completion date, and an 
on/off campus indicator. This task can be changed 
within project parameters. 
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6. To enter a new task, click the green plus sign (+) on the tool 
bar to add a new line.  Enter the following fields: 

• Task Number 
• Task Name 
• Description 
• Start Date 
• Completion Date 

7. Click the [ ] Defined FlexField to open the Tasks form.  

8. Enter the following fields: 

• On or off campus  
• Off Campus Percent of Activity 
• Rate Override  
• Structure Override 
• IDC Calc Period 
• Non-US Performance Site 

 

 

9. Click OK to return to the Tasks form. 

10. Click Options to open the Task Options form.  

11. Click the box next to the Task Details option to open the Task Details form. 

Note: The previous task or project information will automatically populate in the 
appropriate fields. If required, this information can be changed. 
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12. Enter the following fields:  

• Task Manager 
• Organization 
• Service Type 

13. Click File > Save to save your changes. 

14. Click File > Close Form.    

 

 

 

If you need to create an additional task, perform one of the following: 

1. Go to Step 6 and select next blank line. The start and completion date fields will be automatically populated from the 
project. Dates can be changed as required but must be within the project period. 

If you need to establish transaction control for 
current task, click the box next to Transactions 
Controls on the Task Options form to open the 
Transaction Controls form.  

2. Enter the required information.  
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If you need to enter Task Details, on the Task Options form, click the box 
next to the Task Detail to open the Task Detail form. 

1. Enter any required information. 

2. Click File > Save to save your changes. 

3. Click File > Close Form to return to the Task Options form. 
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