Copy and Rename a Task

To copy a task, open the Task Schedule Page for the asset that contains the task you wish to
copy.

How To: View an Asset's Task Schedule

To view an asset's task schedule, open the Manage Assets Page in the Assets Module on the
Main Menu. Use filters as needed and identify the asset/component whose task schedule you

wish to view. Click the three-dot icon to the right of the asset title opening the Asset
Management Context Menu.
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Select the "Manage Components" option, opening the Manage Asset Components Page. Select
the three-dot icon to the right of the asset/component you wish to add interim notes to and
select Task Schedule from the context menu.
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This opens the asset's Task Schedule Page.
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Click the three-dot icon to the
Context Menu.

right of the task you wish to copy opening the Task Management
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Select "Duplicate Task" opening the Copy Task Modal.
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Edit the title of the task being copied and select the "Copy" button.

The newly copied task now shows on the asset's task schedule.

Revision #2
Created 2026-01-14 21:56:30 UTC by Mitzi Orkus
Updated 2026-01-23 01:32:23 UTC by Mitzi Orkus


https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/f8Timage.png
https://kaswiki.kastrack.com/uploads/images/gallery/2026-01/Nogimage.png

