
Department Outstanding actions

Log into Assure

Click Tasks->Task Management-> Action Manager:

In Filters choose the relevant department:



This should generate a list of all outstanding actions for the Department. Clicking on the various column headers will
sort ascending/descending, so you should be able to see the incident Reference.

If you want to view the action, use the ‘Go To Record’ option from the cog-wheel on the right of each entry:

You should also get the option to Edit the action.

To get the list into Excel, click on ‘Reports’:

And select the “Quarterly Data Dump” from the “Quick Reports”. You should then see the option to “Download
CSV”. Clicking on this should put a CSV file in your local Downloads folder which can be opened in Excel.


