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How to Create a Task
Turn a preparedness idea into a clear action with a due date.

Home › select a Community Area › Create new Task

Create an action
1. Open the Community Area where the work is

needed.
2. Under Stay Prepared Actions, tap Create new

Task.
3. Enter a short task name and a practical

description.
4. Choose a due date. Add a resource, photo or

recurring schedule if useful.
5. Tap Save Task. The action appears in the

Community Area and on Home when it is
coming due.

Example
Name: Clear leaves from gutters
Description: Remove leaves and twigs
from gutters and downpipes before the
next high fire danger day.
Due: within the next two weeks

Task choices are in Stay Prepared Actions.

Use a specific name, description and due date.
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MORE WAYS TO CREATE USEFUL ACTIONS

Use the Library or Self-Assessment
Need inspiration? Use Task
Library

1. Open your Community Area.
2. Tap Create a new Task from Library.
3. Expand a category such as Garden, Fire Safety

or Emergency Preparation.
4. Tap Add Task. The library supplies the

description, due date and recurring schedule.

Review and build tasks with
Self-Assessment

1. Open your Community Area and tap Start
Self-Assessment.

2. Choose a checklist, read the safety notice and
start.

3. Answer Yes when you identify an issue or
action.

4. Tap Create action, review the pre-filled task,
choose a due date and save it.

Stop if an inspection would be unsafe. Seek
suitable help or professional advice.
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