
How to Review Tasks Completed by Writers, Reviewers, 

and Approvers 

 

Note: The ability to review task completion status is only available to licensed users of PolicyTech. 

The overview page for a document contains detailed information such as properties, version history, 

assigned task status, links, security, and discussions. 

Accessing the Overview Page 

To gain access to the overview page of a document, do any of the following: 

➢ Open the document in PolicyTech, and then click the Overview tab. 

 

➢ In the content grid, for the item you wish to view, in the Actions column, click  , and then 

click View Properties 

 

 

 

 



 

➢ In the content grid, for the item you wish to view, in the Status column, click the status link. 

 

 

Overview Page 

The properties tab of the overview page of a document lists the names, task status for writers, reviewers 

and approvers and time stamps of task completion.  

 

 

To obtain comprehensive details regarding the task status of writers, reviewers, and approvers, simply 

click on the corresponding status tabs on the overview page. 



 

 

Task Icon descriptions 

 

Status Icon Description 

 

  
 

 
Assigned writer has finished writing the document, or the assigned reviewer or 
approver has accepted the document as it is.  

 

 
 

 
Assigned reviewer or approver has either revised or declined the document. 

 

 
 

 
Assigned writer, reviewer, or approver has not completed the task despite notification 
about the task that needs to be complete. 

 

 
 

 
Assigned writer, reviewer, or approver did not complete the assigned task before the 
document moved to another workflow status. 

 

 
 

 
Assigned writer, reviewer, or approver has not yet received the task assignment.  

 

 
 

 
Assigned writer, reviewer, or approver received a task assignment but was 
subsequently unassigned before completing the task.  

 

Have questions? Please email ysm.policy@yale.edu. 

mailto:ysm.policy@yale.edu

