
ORGANISING CHILDREN’S TASK LISTS 
 
Children's task lists can get very long and difficult to find the current 
lesson.  Teachers will archive tasks once they have been completed and all the 
children have submitted work.   
 
The children and their parents can help to tidy up the task list in two ways: 
 
Mark Tasks as Done 
 
If you have finished a lesson and you do not need to submit any work, please 
mark the task as done. 
 

 
 
  



Use the Task Filter 
 
Using the task filter is a great way to reduce the list of 
tasks.  Everybody should tick the to do filter at the top 
of the list on the right hand side of the tasks. 
 
If you are looking for a specific task, you can tick the 
teacher or the class name which will just show tasks 
relating to the class.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




