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How To Assign a Task to a Learner 

Quick Reference Guide 
 

Overview 
Tasks are used to track “to-do” items. They can be assigned to yourself, another advisor, or a learner. 

This guide will show you how to assign a task to a learner and track its progress. 

 

Learning Outcomes 
This quick reference guide will enable you to:  

1. Create a new Task 

2. Assign the Task to a learner 

3. Track the progress of the task 

 

Creating a Task for a Learner 
Log into Pirate360 and follow the instructions below: 

Navigate to the Advisee Case record for the learner you will be assigning the task to. 

1. Scroll down the page until you see the Actions section. 

2. Click on the “New Task” tab.  

 
Next, you will see the “New Task” window.  
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3. Click in the “Subject” field  

4. Choose one of the pre-selected options from the drop-down menu OR type your own subject in the 

field.  

 
5. Click in the “Due Date” field. If you do not want to set a due date, you can skip steps 5 and 6.   
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6. Use the calendar to select a due date for this task. 

 
 

7. By default, this Task will be assigned to you in the “Assigned to” field, but you want this task to be 

assigned to a learner. Click the “x” to remove your name from this field. 

 
8. Click in the now empty “Assigned To” field and type the name of the Learner you want to assign this 

task to until you see their name in the menu below.  

9. Click on the name of the Learner to assign them this task.  
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10. Type any comments in the Comments field. The Learner will be able to see these comments. 

 
11. Do not change the “Related to” field. It is automatically populated with the Case record you started 

from. This ensures the task will show on the activities timeline for the Case record. 

12. Click “Save.”  
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13. You will now see the new Task on the activities timeline for the Case record. Click on the task name 

to open the Task record.  

 
14. From the task record, you can view the task status. 

15. If you need to edit the task, you can use the buttons in the top right, to mark it as complete, edit 

comments, or change the due date. 
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What the Learner Will See 
16. When the Learner logs into Learner360, they will see a new notification indicator. 

17. Clicking on their notifications, they will see a link to the new Task. 

 
 

 

18. The Learner will be able to view the task and update its status.  
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