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A. Purpose 

The purpose of this procedure is to describe the steps involved with communications within in the VelocityGO system. 

 

B. Scope 

This is core functionality and is used in several procedures. 

 

C. Procedure 

Processing a Task 
 

1. Review the Tasks section on the Home Page.   

 
 
 

2. Click the Dropdown arrow in the upper right corner of the Tasks box.  Change view from ‘Today’s Tasks’ to ‘My 
Tasks’ to see all tasks assigned to you. 

 
 
 
 
 
 
 



Page 2 of 3 
 

 
3. Click on the name of the task to open the details. 

 
 
 

4. Review the comments section to determine what needs to be done. 

 
 

a. If necessary, click on the hyperlink under ‘Related To’ to go to the Loan.  

 
 
 

5. Once the item has been completed, return to the task and mark it complete by checking the button. 

 
 
 
 
End of Process 
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