
How to respond to a task on behalf 

of a student

Navigate to CiA by selecting TechnologyOne on Okta

V1 September 2025

Enter ‘Student Task Management’ in Enterprise Search bar

Note: To add this function to your home screen, you can click “…” displayed along 

the option and select ‘Add to Home’ option.
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Search for the student using their student ID

V1 September 2025

Select the drop-down arrow next to the student ID, then select ‘View tasks’. 

In ‘Outstanding Tasks’ tab, select the drop-down next to the task that needs the 

action followed by selecting ‘Respond’.

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

Note: The task will also be removed as outstanding from student’s view in My Task 

tile.
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Respond to the task as prompted.

V1 September 2025

Once responded, the task gets removed from ‘Outstanding Task’ tab and is visible 

in ‘Responded Task’.

After you save, a green ‘Saved’ badge appears in the top of the page header, 

confirming your changes.

How to respond to a task on behalf 

of a student


