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12 View and edit an Action 

Actions can be added to a case: 

 

1. Click on ‘Case Items’ 

 

2. Click on ‘Action List’ 
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You will be taken to the Action List: 

 

 

Click on the ‘Add Action’ button 
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The Action screen will appear: 

 

 

1. Select Case Members 

2. Select who will do this 

3. Enter the Actions taken to achieve the 

outcome. 

4. Enter when this should be done by. 

5. Enter the Action’s Status 

6. Click ‘Save’ 
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You will be taken to the Action List page:  

 

The action can now be updated at any time. 

You can choose from drop down 

which actions to view.  


