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[NOVA] How do I create and assign tasks to
members?

Michael M. - 2026-09-14 - Membership Success

Tasks can assist with evaluating and onboarding prospective members for your club. You can create a task
associated with a prospect, such as an invitation or follow up call, and assign it to another member of the club to
complete. You can notify members about their assigned tasks, and the members can action and update the status
of the task from their profiles.

This support article will show you how to create and assign prospect tasks to members in your club.

Note

You must have level 50 or better access in order to create and assign tasks.

1. To begin, log in to your account through your club homepage, then click on Member Area in the top
right-hand corner. Alternatively, click here to go directly to the ClubRunner login page.

2. Navigate to a prospect's profile, then click the Tasks tab.

Taylor Timmins

taylortimmins@sink.sendgrid.net

@ prospect
Personal Prospect Details 24 Tasks Communication Biography

3. Click the Add Task button.

Persanal Prospect Details &a Tasks Communication Biography Commitments Privacy and Settings

ALL TASKS

No tasks

Tasks will appear here once assigned.
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4. Enter the required information and click the Submit button when finished. The available fields are:

*

Task Name | Call Taylor |

Task Type * Follow Up v

Method * Phone Call v

Due Date * Oct 02, 2026 [

Assigned To * Copper Alfright -
Search for the member responsible for completing this task. This list includes active and
honorary as well as other users.

Description Call Taylor on the phone asking for feedback and

impressions from last week's meeting

P

Check this box to email the task to the assigned member.
o Task Name - A short name to identify the assigned task.

o Task Type - Used to categorize this task as either an Initial Outreach, Follow Up, Invite to Event,
or Miscellaneous.

o Due Date - The date the task is expected to be completed by the assigned member.

o Assigned To - Use this field to search for the member responsible for completing this task. Tasks
can be assigned to Active and Honorary members as well as Other Users.

o Description - This is an optional field for entering any helpful details, notes, or instructions
related to the task.

o Checkbox - Check the box to email the assigned member about the new task using a system-
generated template.

5. Once the task has been created, the assigned member can view its details and change its status from the
Tasks tab in their profile.

To learn how to change the status of a task, please read the support article: How do I change a task's
status?
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