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Task List Preferences  

The Task List is used to chart nursing tasks.  It contains the same 
information as the PAL organizer. The task list is USER specific, not 
patient specific, so each nurse can customize the task list views to fit 
their clinical needs.  

Select the Task List Time Frame 

1. Select the Task list tab 

2. Select Options from the menu bar 

3. Select Task List Properties  

4. Select Defined Time Frame, Current, and choose your shift 

5. Click OK  

Note: This will set the time frame for both 
the Scheduled and PRN task list 
tabs 

 

Customize Scheduled Task tab 

1. Select the Scheduled tab 

2. Select Options from the menu bar 

3. Select Task Display  

4. Status: check Completed and Pending box 

5. Time Parameters: Check Scheduled box only 

6. Task type – Highlight Patient Care and PRN Response to add 
them to the Chosen Task Types window 

7. Click Save 

8. Click OK 

Note: Some choices are grayed out and cannot be changed; Ex Overdue status 
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Customize the PRN task tab  

1. Select the PRN tab 

2. Select Options from the menu bar 

3. Select Task Display  

4. Status: check Completed and Pending boxes 

5. Time Parameters: Check PRN box only 

6. Task type – Highlight Patient Care and PRN Response to add 
them to the Chosen Task Types window 

7. Click Save 

8. Click OK 

 

Note: The Original Settings button only works the first time you are changing 
settings – it acts like a “clear” button – it will not reset the settings if 
changes have already been made to the preferences 


