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What Are Tasks in StoreTracker?

Tasks are the core unit of work in StoreTracker. They give your team a clear, trackable
record of what needs to get done and give leadership real-time visibility into what is getting
done without anyone having to send a report or make a phone call.

Tasks in StoreTracker fall into two categories:

Type Description

(Repeating)Your daily operational checklist

Daily Tasks (Repeating) auto-generates every morning for your team
Ad hoc tasks created manually for a specific
need unit repair, vendor follow-up,

One-Off Tasks inspection, etc.

Daily Tasks - Your Team's Daily Checklist

Your daily checklist is configured during onboarding and auto-generates every morning
based on your facility's operational workflows. Your team does not need to create these,
they appear automatically and are ready to complete.

How to access your daily tasks:

e Loginto StoreTracker
e Select Operation > Daily Tasks from the left navigation menu
e Your checklist for today will be listed — each item tied to your site and ready to
action
How to complete a task:



For a quick update hit the checkmark icon to complete or the X icon to skip directly from

the Daily Tasks list. If skipped you will be prompted to provide a reason.

For a detailed update select the View icon then open Task Details. From here you can

update the status, add notes, assign an employee, or assign a vendor. Save when done —

the update is logged with your name and timestamp automatically.
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(Repeating)Your daily operational checklist

New auto-generates every morning for your team
Ad hoc tasks created manually for a specific

In need unit repair, vendor follow-up,

Progress inspection, etc.

Task is done logged with employee name and
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What your DM and leadership see: Every completed task is visible in real time on the
dashboard and in reports. No additional reporting is needed from your team the data is
already there.
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Task Search - Finding Any Task

Task Search is how you find any task — past, present, or completed — across your facility
or portfolio.

How to get there:

e Select Operation > Task Search from the left navigation menu
How to search:

1. Select your Site —required
2. Select a Task Item if you want to narrow to a specific task — optional
3. Select your Report Type — defaults to New/In Progress
a. Completed and Cancelled searches require a date range
4. Click Search
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Who uses Task Search:

e Facility Managers - to check on outstanding items

e Training Managers - to verify team activity

e District Managers - to review what happened at a location on a specific day
e Operations Teams - to monitor workload and completion across properties

e Results are sorted in descending order by date
e You can also find open tasks for a specific site by navigating to Sites and selecting
Open Tasks from the site record

Creating a One-Off Task

For anything outside your daily checklist — a unit repair, a vendor task, an ad hoc
inspection —you can create a task manually.

How to create a task:

. Go to Operation > Task Search

. Click Add New Task

Select the Task Category and Task Item from the dropdowns — both are required
Select the Site

If the task is unit-specific, select the unit number in the For field — leave blank if not
unit-specific
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Assign to an Employee, FSR Group, or Vendor as applicable
7. Fillin any additional details — due date, notes, priority



8. Click Save & Close
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Note: Task Categories and Task ltems must be configured in Settings before they appearin
the dropdown. If you don't see what you need contact your StoreTracker administrator.

Task Notifications

When a task is created or updated StoreTracker keeps the right people informed
automatically.

Notification Type How it works

Assigned employee, FSR group, or vendor
receives an email when a task is created or
Email Notification updated

Send a real-time update to anyone directly
Manual Email from StoreTracker — no email group required

Set up saved report filters to be emailed
Scheduled automatically on a schedule




Add multiple recipients to a distribution
group via Settings > Email Groups — no limit
Email Groups on recipients

To set up email groups: Navigate to Settings > Email Groups — add any team member or
external contact. Email groups are useful for notifying multiple people at once without
assigning them individually to each task.

Task Reports

Once your team is using StoreTracker consistently your reports become one of the most
valuable tools for leadership.

How to access:

e Select Reports > Task Reports from the left navigation menu

Available report types:

Report What it shows

Completion status, task type, assigned
Tasks Reports employee, and date

Asset condition history, maintenance activity,
Asset Reports and open asset tasks

What each team member completed, when

they checked in, and how many tasks they
Employee Reports actioned

Saved report templates set to automatically

Scheduled email to your team on a defined schedule

Key features:

e Filter by date range, site, employee, or task type

e Save reporttemplates for recurring use

e Schedule reports to be emailed automatically to your DM or leadership team
e Pinfrequently used reports to your dashboard for quick access

| Want to... Where to go
Complete my daily checklist Operation > Daily Tasks



Find a specific tasks Operation > Task Search

Create a new task Operation > Task Search > Add New Task
See what my team completed Reports > Task Reports > Field Rep Activity
Setup automated reports email Reports > Scheduled

Add someone to tasks notifications Settings > Email Groups

Questions or Issues?

Reach out to your StoreTracker specialist during your onboarding period. After that your
long-term support contactis the OpenTech Alliance support team.

Support: support@opentechalliance.com Phone: 602.749.9370
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