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Features
·Expedites workflow and collaboration

·ά²ƘŜǊŜ ƛǎ ƛǘ ŀǘέ ŀƴŘ ά{ǘƻǇƭƛƎƘǘέ ǊŜǇƻǊǘ ŘŀǎƘōƻŀǊŘǎ

·User-intuitive interface reduces or eliminates training

·Clear and concise accountability end-to-end

·Saves hours in task processing and tracking

·Enterprise level customization and scalability

·COTS software built on Microsoft technologies 

·Lowest cost COTS Task Management System in DoD

·In use at Air Force, Army, Civilian DoD Agencies



Accessing the SCOUT © Task Management Inbox
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A user is 
authenticated into 
the SCOUT Inbox via 
her/his CAC Card. The 
Inbox provides a 
quick look at all tasks 
assigned or created, 
open or closed.

1.  Hoverableicons 
show the current 
status of the task.

2.  Sortablecolumns 
help you find the 
most important task 
quickly.



Accessing the SCOUT © Task Management Inbox

1. A user may also 
access the SCOUT 
Inbox by clicking 
on a link in the 
automated 
notification email.

2. Clicking the 
embedded link 
authenticates the 
assignee into the 
SCOUT Inbox via 
her/his CAC Card.

3. Users may 
personalize when 
SCOUT should 
notify them via 
email (completed 
tasks, accepted 
tasks, comments 
added, etc.)
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SCOUT © Task Management automation

1. A user can automate 
ingesting an emailed task 
by clicking an optional 
SCOUT icon in Outlook.

2. Or a user can simply 
forward an emailed task 
to the SCOUT email 
account and the task will 
be ingested.

3. The user will receive an 
email from SCOUT linking 
to the newly created task.



SCOUT © Task 
Management
creation

1. A user can create a task 
using easy forms and 
templates.

2. Data contained in 
standard formats such as 
Excel spreadsheets can be 
bulk uploaded to 
automatically create 
tasks.

3. Forms can be customized 
to meet existing agency 
standards or to match 
familiar forms that users 
have been utilizing. This 
reduces user resistance to 
change and reduces 
training requirements.



Working a SCOUT © Task
ASSIGNEE STATUS

1. All assignees are 
listed. The Green 
icon is a clickable  
Quick 
Collaboration 
popup with email 
and phone info.

2. An assignee can 
re-delegate a task. 
¢Ƙŀǘ ǳǎŜǊΩǎ 
assignees are  
άǘŀōōŜŘέ ōŜƭƻǿ 
the assigner. 

3. The status of the 
assignee is shown 
and the Blue icon 
is a clickable 
popup with 
detailed status 
information 
(comments, etc)

4. Action links will 
vary depending on 
ǘƘŜ ŀǎǎƛƎƴŜŜΩǎ ǊƻƭŜ 
and permissions.
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