
How to manually assign a task

Navigate to CiA by selecting TechnologyOne on Okta

V1 September 2025

Enter ‘Student Task Management’ in Enterprise Search bar.

Select ‘Available Tasks’ tab.
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How to manually assign a task

Select the magnifying glass icon to see the list of tasks that can be manually 

assigned to student.

V1 September 2025

Select the tasks that needs to be manually assigned to students.

Note: Instead of selecting the magnifying glass to view available task, staff can 

directly search for the task by entering it in the search bar.
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How to manually assign a task

Enter Student ID in the search field in ‘Assign to Student Study Items’ section.

V1 September 2025

Select the drop-down arrow for the course that the task needs to be assigned then 

select ‘Assign’.

Tips: For faster search results, enter ‘? Student ID is equal to Student ID’ 
in the search bar instead of only ‘Student ID’.

Note: If a student is admitted in more than one course, list of all the courses will be 

displayed.
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How to manually assign a task

‘Assign to Student Study Items’ pop-up window will appear. Enter necessary 

details then select ‘OK’.

V1 September 2025

Pop-up message is displayed confirming that the task has been assigned to the 

student.

Action: Provide will ask the student to provide the new information, Confirm will ask the 

student to confirm existing data.
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