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CX Connect CRM User: How to Locate and Action a Task

1) Select Tasks from the Home page
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2) Locate your ‘My Open Tasks’ list view by selecting the drop-down carrot
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4) Click directly into the Subject of the Task to view more information. Review:
a. Comments: provides you specific direction on what Template within Collaboration to use

b. Due Date: when the response is due

c. Status: indicates if the Task is current or Past Due
d. Related To: the case the Task is in reference to
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This is a netification to inform you a mutual customer has reached out to Customer Assistance.
Please review our comments and complete the Template: Dealer - vehicle Status to provide us
with as much information you can about this situation.
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5) Click ‘Mark Complete’ in the Task, as you are going to action it next

Task

Vehicle Status - Action Required « Mark Complete

Assigned To Status Due Dale

Detail Rela

o

ed

v Task Information

Assgned To Status

O I s New s
Due Date/Time Contact Type

8/23/2025, 8:00 PM s Customer

Comments @ Public

This is 2 natification to inform you 2 mutual customer has reached out to Customer Assistance.
Please review our comments and complete the Template: Dealer - Vehicle Status to provide us
with a3 much Information you can about this situation
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6) Click directly into the Case number in the Related To to open the case information. Review
Details as needed and click on Additional Information
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The ‘Related’ tab is where you will upload any files, and

Case Numbex Status review or add case comments from you to your GM Advisor.
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7) Click into the most-recent Collaboration to review the information the Advisor provided on the
customer
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8) To respond to the Advisor, click New in Collaboration
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9) Select the Template that was mentioned in the Comments of the Task and click ‘Next’



10) Fill out the details and click ‘Submit’

11) ‘Confirm’ you want to send the response



12) You'll receive a success message that you reply was saved to the case and can now view your
Collaboration back to the Advisor in the Collaboration section





