
Action Owner: completing an action in SHE Assure

Click ‘Edit “ to open the action 
to reveal the action as below

2.

You will have received a SHE Assure e-
mail notifying you that an action has 
been assigned to you or that a 
previously assigned action is overdue.

1.

Click here to retrieve 
your action in SHE 
Assure and find more 
information

Click here to use single 
sign-on to access SHE 
Assure

3.

To mark an action complete:

1. Summarise the action you 
have taken in the ‘Action 
Taken’ box.

2. Update the ‘Complete 
Percent’ box to 100% - this will 
on save move the ‘Current 
status’ field to ‘Complete’.

3. Click ‘Save and Close’.



Action Assigner: signing off action in SHE Assure

2.

You will have received a SHE Assure  
e-mail notifying you that an action 
you assigned has been marked 
complete by the action owner, 
‘Complete Percent’ marked 100.

Click here to retrieve and 
review the action, now 
marked complete.

Click here to use single 
sign-on to access SHE 
Assure

3.

1.

Review the response in the 
‘Action taken’ field and satisfy 
yourself that you are content to 
mark the action complete – and 
Click ‘Approve’

Else Click ‘Uncomplete’ for SHE 
Assure to send an e-mail back to 
the action owner with ‘Comments’ 
outlining why it has been rejected..
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