
How to mark a task as complete

V1 September 2025

Select the drop-down next to the task that needs to be completed followed by 

selecting ‘Mark as completed’.

A confirmation pop-up window is displayed. Select ‘OK’.

To mark a task as complete, navigate to ‘Outstanding Task’ tab.
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Once completed, the task gets removed from ‘Outstanding Task’ tab and visible in 

‘Responded Task’.

A message confirming the completion of the task is displayed.

Completing a task will remove it from the student’s outstanding 
task list; however, the associated information will remain blank.
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