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Tasks 
 
Creating a task 

• Select patient from provider schedule or use Select Patient drop down  
• Click on Tasks in the VTB 

 

`` 
 

• To create a new task click New 

 
 

• Route to the appropriate User (Provider) or Team 
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• Select task type using the Task drop down menu 
• Type in message in the Comments box. 

 

 
• Delegate box can be checked if the provider’s clinical staff needs to see the 

message before the provider 
• Click OK 
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Working a Task  
 

• Click on a task to be worked.   
     (The task comments will appear in the lower left corner of the screen) 

• Double click on the task. 

 
 
Note:  A red unhappy face indicates an overdue task.  

• Routine tasks become overdue after 24 hours.  

• ASAP tasks become overdue after 4 hours.  
• Urgent tasks become overdue after 1 hour.  
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• Complete the task by typing in the Comment box.   
o (For example: schedule the appointment or document the date of their 

appointment) 
• Avoid using made-up abbreviations   (Ex. LMOM, LOL, OMG, LMTCB) 

• Click  
• Click on Done.  
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This information can be found on the patient banner bar 

 

 
 

The icon will differ depending on the patient’s FMH status  

 This icon indicates a patient has not been provided with FMH information 

 Hourglass icon indicates an invite to FMH has been sent to the patient 

 Grey box with a slash means the patient refused to the invite 

 This represents that the patient is now registered in FMH 
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Sending a FMH Message to the Patient 
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1. Compose your message in the “Comment” section and Click OK. 

 

 
 
 

2. If the task remains on your task list, this indicates that FMH could not find an 
account for the patient. You will need to do this task manually and ‘Done’ the task 
when it has been completed. 
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